Georgia State University
College of Arts & Sciences 


__________Check Here for PRIOR PERIOD ADJUSTMENT REQUEST
_________Attach supporting PPA documentation

Revised 10/2017
MAY/SUMMER PAY ADDITION/REVISION REQUEST FORM
Please use this form to submit additional pay requests and/or revisions for Maymester or Summer payroll after the payroll spreadsheet deadline has passed.  Please submit the original document (with original signatures) to the College Administrative Officer, Administrative Services, 25 Park Place, 26th Floor.   
A. 
EMPLOYEE
	Name  (LAST, First, Middle)

(As it appears on Soc Sec card)
	
	Employee ID:
	


B.
SALARY/JOB INFORMATION
______________________________       
 $_____________    

   _________________________________     
                      Current University Title/Rank                             Current Salary
     

   Department
All pay data for the pay period must be included below. Please note which payments are being adjusted.
	Description
	Instruction/Service/Research
	Speedtype(s) to be charged
	% of salary
	Amount to be paid
	Semester of payment 

(please write in MAYMESTER OR SUMMER) 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


JUSTIFICATION FOR ADDITIONAL PAY REQUEST – All requests require a narrative.
APPROVALS   (I have reviewed this form and authorize the additional pay).   
	
	NAME (Printed)
	SIGNATURE
	Phone Ext
	Date

	Authorized Requestor/Initiator of Action1

 (required)
	
	
	
	

	Authorized Approver for Budget Unit1

(required & different than Initiator)
	
	
	
	

	College Finance Officer 
(required)
	
	
	
	

	Grants & Contracts Officer 

(or authorized designee, required for Sponsor Funds)                                                               
	
	
	
	

	Dean, VP, 

(or authorized designee, required)    
	
	
	
	

	Provost, or President 

May be Required in some situations
	
	
	
	


Processed by Payroll: _____________________/________________

Date Completed. ______________
