BUREAU OF COMMONWEALTH PAYROLL OPERATIONS
REQUEST FOR SALARY / WAGE ADVANCEMENT
EMAIL SALARY ADVANCEMENT REQUESTS TO:
RA-BCPOHRADVANCES@PA.GOV 
SEE MANAGEMENT DIRECTIVE 525.6
	*** TO BE COMPLETED BY REQUESTER ***

	Employee Name (First, Middle Initial, Last)
[bookmark: Text1]     
	[bookmark: Text2]Personnel #
[bookmark: Text20]     

	Employee Mailing Address (Street or P.O .Box)
[bookmark: Text48]     

	City
[bookmark: Text65]     
	State
[bookmark: Text66]  
	Zip
[bookmark: Text67]     

	EMPLOYEE PAYROLL KEY
	
	RECORD OF HOURS WORKED

	[bookmark: Text9]PERSONNEL AREA
	PAY AREA
	ORG UNIT
	
	Pay Period(s) Ending
	[bookmark: Text10]Hours Worked
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	REASON FOR SALARY / WAGE ADVANCEMENT
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	DELIVERY INFORMATION

	Delivery Advancement Check Via:
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	Mailing Address (Street or P.O .Box) - if different from above
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	City 
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	Zip
     

	Requester Name
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	Date Completed by Requester
[bookmark: Text3]     

	TO BE COMPLETED BY PAY PROCESSING 

	AMOUNT
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	REPAYMENT METHOD:
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	REPLACEMENT CHECK PAY DATE:
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	PAYROLL ANALYST
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	AUTHORIZED PAYROLL SUPERVISOR 
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	DATE AUTHORIZED
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	[bookmark: Text47][bookmark: _GoBack]REMARKS:      
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	PURPOSE
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	SAP DOCUMENT (FB60) #
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	POSTING DATE
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	CHECK #      

	RECONCILIATION:
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	AMOUNT
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	DATE CLOSED
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	DEPOSIT DATE
[bookmark: Text60]     


***Please ensure all information is completed to avoid any delays in processing your request.
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