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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Pay Advances Policy

The Company recognizes the rare, extraordinary need for employees to receive pay advances for personal reasons.

Pay advances will only be issued in emergency situations with the approval of the President.  For purposes of this policy, an emergency is considered to be an event or circumstance that is unforeseen, and which could not be reasonably anticipated in the normal / routine daily life of the employee requesting the advance.

1. There will be a limit of two pay advances per calendar year.
2. The amount of the pay advance will be deducted in full from the recipient’s paycheck that reflects the timing of the salary advance. (i.e. funds requested on September 15th will be deducted from October 1 paycheck; funds requested on September 28th will be deducted from November 1 paycheck.)
3. The amount of the advance may not exceed $200.

Employees may initiate a pay advance request by contacting Human Resources. If approved by the President, Payroll will issue the check. Please give as much notice as possible for check processing.
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