
Late/Missing/Preconversion Retro Payroll Request Form

Employee Name: 

Employee ID #:  

Record #: 

Position #: 

Preparer Name: 

Approver Name: 

Approver Signature:

Date Prepared: 

 LATE/MISSING PAY REQUEST:  Provide below information if payment was never received due to late UCPath Entry.

Title/Job Code: Earn Code: Pay Period(s): 
Title/Job Code: Earn Code: Pay Period(s): 

 RETROACTIVE PAY ADJUSTMENT: Check applicable boxes and indicate effective date to correct previously paid
wages.  Reversals/corrections will be processed using Position Data, Position 
Funding Data, and Job Data

DESCRIPTION: 
EFFECTIVE DATE:       Pay Period(s): 

Change Type Old Information New Information 

Start Date 

End Date 
Title/Job Code 
Percent of Time 
Monthly Rate 

Flat Rate 
Earn Code 
OTHER: ( note below) 

COMMENTS/SPECIAL INSTRUCTIONS: 

***Payroll Use ONLY*** 
Trans PPE Title FAU Rate DOS %/H  # Processor Payday 

 Email form to ersopayroll@erso.berkeley.edu to issue late wage payments, or preconversion wage adjustments. 
UCPath Template/Paypath/Position Funding entries must be approved before pay is issued. 
• For flat dollar payments, refer to the One-Time/Additional Pay Process.
• If you are only changing the chartstring (coa), refer to Position Funding Update/Direct Retro Processes
• For overpayments or exceptions, contact ersopayroll@erso.berkeley.edu
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