
Retroactive Payroll Correction Form 

UNIVERSITY OF MIAMI PAYROLL 
P.O. BOX 248106 
CORAL GABLES, FL 33124-2976 
PHONE: (305) 284-3004 (Option 2) 
EMAIL: etk.payroll@miami.edu
This form is used to correct a prior period payroll for an employee. All areas of the form must be completed and signed by the 
employee and the employee’s Director. Once completed, email to etk.payroll@miami.edu using your UM email account.
This form must be submitted with the Kronos time detail for the pay period to be corrected 
NOTE: A separate form should be completed for each pay period being corrected.  Adjustments will be processed on the 
next scheduled payroll.  

Employee Name: Employee ID: 

Submitted by: Date: Phone Number: 

Pay Period Start Date: Pay Period End Date: Pay Date: 

Reason for Payroll Correction: 

Missed Time Punches 

DATE TIME IN TIME OUT COST CENTER WORKED 

Monetary Adjustments 

EARNING HOURS RATE TOTAL COST CENTER WORKED 

Time Off Adjustments 

TIME OFF TYPE DATES DAILY QUANTITY TOTAL COST CENTER WORKED 

Employee Name: ___________________________________  Employee Signature: ______________________________ 

Director Name: _____________________________________ Director Signature: _______________________________ 

Facility Officer Signature: _____________________________Date: ___________________________________________ 

ANY EMPLOYEE FAILING TO CLOCK-IN OR OUT OR CAUGHT 
ABUSING THE SYSTEM WILL BE DISCIPLINED UP TO AND 
INCLUDING TERMINATION.  CLOCKING-IN FOR ANOTHER 
EMPLOYEE IS A SERIOUS VIOLATION OF POLICY WHICH WILL 
RESULT IN TERMINATION OF ALL PARTIES KNOWINGLY INVOLVED. 

Revised 1/7/2016
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