ERROR NOTICES AND DOCUMENTATION NECESSARY FOR PROCESSING

	PROBLEM
	DOCUMENTATION NEEDED

	Incorrect promotion or employee paid from incorrect pay table or incorrect salary*
	· 411A

· Copy of the original SF-50 and/or corrected SF-50

· Copies of OS-340s (payslips) the pay period before the error occurred, the pay period when it occurred, and the pay period when it was corrected

	Pay error involving Physicians Compensation Allowance (PCA), Physician(s Special Pay (PSP) or 3 Rs (Retention, Relocation & Recruitment Bonuses)*
	· 411A

· Copies of the SF-50 plus a copy of the PCA, PSP or 3Rs contract 

· Copies of OS-340s (payslips) the pay period before the error occurred, the pay period when it occurred, and the pay period when it was corrected

	Step Increase Error (WIGI and/or QSI)*
	· 411A requesting audit to determine the amount of retro money due

· Copy of WIGI/QSI SF-50

· Copies of OS-340s (payslips) the pay period before the error occurred, the pay period when it occurred, and the pay period when it was corrected

	Health Insurance Error*
	· 411A 

· Copy of SF-2809 

· Copies of OS-340s (payslips) the pay period before the error occurred, the pay period when it occurred, and the pay period when it was corrected

	Life Insurance Error*
	· 411A 

· Copy of SF-2817

· Copy of incorrect SF-50 and corrected SF-50

· Copies of OS-340s (payslips) the pay period before the error occurred, the pay period when it occurred, and the pay period when it was corrected

	TSP Deduction Error*
	· 411A requesting audit and creation of under-deduct letter 

· Copy of TSP -1 showing correct percentage/dollar amount

· Copies of OS-340s (payslips) the pay period before the error occurred, the pay period when it occurred, and the pay period when it was corrected

	Overpayments:

Separated employee (example - left in middle of pay period, got paid for entire pay period)
	· 411A 

· Amended hard-copy timecard (not ITAS timecard) 

· Copy of payslip for affected pay period(s)

· Copy of termination SF-50 


	Overpayments:

Current employee

(examples: A. Full-time employee became part-time, not changed in ITAS and EHRP; B. Employee supposed to be on LWOP or AWOL, paid for excess hours; C. Employee on non-paid leave both before and after a holiday, but paid for holiday)


	· 411A 

· Copy of amended ITAS timecard 

· Copy of payslip for affected pay period(s)



	Underpayments:

Separated employee


	· 411A 

· Amended hard-copy timecard (not ITAS timecard) 

· Copy of payslip for affected pay period(s)

· Copy of termination SF-50



	Underpayments:

Current employee


	· 411A

· Amended hard-copy timecard

· Copy of payslip for affected pay period(s)



	Underpayments:

Employee in ITAS, but not yet put in EHRP by end of pay period
	· 411A

· Copy of ITAS timecard 

· Copy of accession SF-50



	Leave Errors
	· 411B

· Copy of most recent payslip

· Copy of timekeeping document (ATLR, ITAS records or audit) for same timeframe as payslip



	
	

	
	

	
	


*NOTE: the problem must be rectified in EHRP & IMPACT before submitting documentation to correct pay
