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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.

Paycheck Corrections

[bookmark: _GoBack]The Company requires employees to accurately and completely report hours worked, and to bring any possible mistakes in payment of their wages or benefits to the organization’s attention as soon as possible. If you have questions or feel your paycheck is not accurate, promptly notify Payroll. In the event that an error occurs, we will discuss the error with you and communicate the timing of the correction. The Company makes all efforts to comply with applicable state and federal wage and hour laws. In the event you believe that the Company has made any improper deductions or has failed to pay you for all hours worked or for overtime or has failed to properly calculate your wages in any way, immediately report the error. The Company will investigate all reports of improper pay practices and will reimburse employees for any improper deductions or omissions. No employee will suffer retaliation or discrimination for reporting errors or complaints regarding the Company’s pay practices.  
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