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Non-Exempt (Hourly-Paid) Employees
Use this checklist to determine retro-pay amount if employee was paid the wrong pay rate in a previous pay period.

	Employee’s Name: 
	     
	Employee’s C #: 
	     


Retro-Pay for Pay Period(s)
           
Regular Hours

1. Previous Rate       x Regular Hours       = Previous Rate Total Pay      
2. New Rate       x Regular Hours       = New Rate Total Pay      
3. Difference between new and previous rate total pay:
New Rate Total Pay       minus Previous Rate Total Pay       = Regular Retro-Pay      
Overtime Hours
1. Previous Rate       x Overtime Hours       =       x 1.5 = Previous Overtime Pay      
2. New Rate       x Overtime Hours       =       x 1.5 = New Overtime Pay      
3. Difference between new overtime and previous overtime pay:
New Overtime Pay       minus Previous Overtime Pay       = Overtime Retro-Pay      
Total Retro-Pay Due

1. Total Amount of Regular Retro-Pay       plus Total Amount Overtime Retro-Pay       = Total Retro-Pay Due      
Note: This payment will be effective only after a document is processed and approved through DHRS Web
If you have any questions, contact the appropriate Central Office
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� Go to the Pay Schedules in the Payroll website at � HYPERLINK "http://www.miami.edu/payroll" ��www.miami.edu/payroll� 
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