Request for Historic Edit Form
Employee Name: __________________________


Empl ID: _________________________
Date of Request: ___________________________


Pay Period Ending: _______________
Timecard Administrator: ___________________


PTA: ____________________________
	Date

	Type of Entry Made
in Timecard
	Type of Correction Needed
	Reason Code


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total Hours (in decimal format)
	
	
	


Explanation:__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	

	


Has employee been over/underpaid?          NO
 YES          $_______________
Pay rate (for temps and students) $_____________ 



Timecard Administrator Signature:________________________________________________________

Employee Signature: ____________________________________________________________________

	This section for SULAIR HR internal use only.

	Historical Edit Entered:
	

	One Time Payment Form or PS

------Supplemental Pay Panel Completed:
	


Employee’s Supervisor Signature: _________________________________________________________
� Please list each date individually.  If you need more room, please attach a second sheet. 


� Select the type of leave taken: BDS= Floating Holiday hrs; PST=PTO hrs; SKS=Sick hrs; SKF=Family Sick hrs; VAC=vacation hrs; ADJ= Leave Without Pay hrs; SAL=salary hrs.  See other options for Time Reporting Code in the drop down menu in your Time Reporting Column in your timecard.





