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A8.872  Emergency (Priority) Payroll 
 
1. Purpose 
 
 To promulgate procedures for processing emergency payroll 

payments.  These procedures apply to employees who would 
normally be paid through the University payroll system and 
will not be receiving a paycheck on their scheduled payday.  

 
 This priority payment is a temporary loan drawn from the 

department’s operating funds.  Repayment of the loan will 
take place when the employee receives his/her first 
scheduled payment.  The repayment will be made through an 
authorized salary assignment. 

 
2.  Procedures 
 

a. The employing agency or department should submit a 
request for an emergency payroll.  The request should 
provide information on the circumstances leading to this 
request.  Furthermore, the request should include what 
corrective actions are to be taken to prevent future 
recurrences. 

 
b. The request must be approved by the appropriate Dean or 

Chancellor before transmittal to the Director of 
Disbursing.  The request must be supported by a copy of 
an approved PNF, Form 6 or Student Work Agreement to 
verify the employment. 

 
c. If approved, the Disbursing Office Payroll Section will 

provide the fiscal officer with the amount of the payment 
(gross pay, less tax and other deductions) that will be 
given the employee (Exhibit A).  

 
d. The fiscal officer will submit the following documents: 
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1) FMIS-2, Authorization for Payment Form (AFP) (Exhibit 
B).  The payee is the employee.  Attach a copy of the 
Net Pay Worksheet Priority Payroll. 

 
2) Completed Salary Assignment/Cancellation (SA Form D-60) 

(Exhibit C) to repay the priority payment from the 
employee’s subsequent gross payroll.  This must be 
signed by the employee to receive the emergency payroll. 

 
3) Form 37, Special Check Distribution Request (Exhibit D).   
 Mark the Special Handle box and the contact is UH 

Payroll Office. 
 

e. The following forms are available at: 
 
 http://www.fmo.hawaii.edu/fmis/formfair.html 
 
 
 Exhibit A Net Pay Worksheet Priority Payroll 
 

Exhibit B FMIS-2 Authorization for Payment 
   (PDF fillable form) 

 
Exhibit C SAF D-60 Salary Assignment/Cancellation  
 
Exhibit D FMIS-37 Special Check Distribution 

    (PDF fillable form) 
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