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Request for Manual Payroll Warrant
Date: __________________________
Employee Name: 





To:    Payroll Department
Employee Datatel ID #: 




From: _________________________
Employee Classification: ____________________

  

Department

Pay Period: _______________________________
Reason for manual warrant request: (please select from one of the following)


( Time sheet turned in late 

( FAC never prepared 


( FAC not prepared on time


( Employment papers not completed on time


( Employee worked without processing through HR / Career Services


( Other: 










Authorized signatures:




 

___________________________
Department Dean/Director


 Associate Superintendent/Vice President
Administrator, Human Resources 
Executive Director, Accounting Services
            







Please attach appropriate back-up documentation (e.g. time-sheet, FAC, NOE, etc.) and submit request to the Payroll Department.
RCF request form
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