

GUIDE TO PAYROLL BACK-UP DOCUMENTS
The following is a list of supporting documents needed for payroll adjustment transactions.

LEAVE PAYOUT:
· Resignation/Termination letter
· QHR - 471 Terminated Employees with Leave Balance
· Salary History
· Employment Info
· Timesheet History
TO PREVENT AN OVERPAYMENT:
· CCR
· Leave balance record
· Employment Info
· Salary History
· Timesheets (If applicable)
· Email confirmations from HRComp when needed
· Absence reports When applicable (QHR-303 Leave Balances by Period by Employee
· QHR-302 Gross Pay by Employee Report
SUPPLEMENTALS:
· Contract (Fully signed by authorized person)
· Payment Timeframe
· Memo (Description of work performed and time/days performed) 
· Invoices (when applicable)
· HRComp authorization (When applicable)
· Your Calculation for payment
· Other necessary backup documents



