Contra Costa Community College District Business Procedure 1.10

EMPLOYEE RECEIVABLES

Employee receivables are the result of overpayments caused by errors in payroll reporting or changes
made without natification to the college or District Payroll Office.

If the District overpays the employee, the employee shall, upon realizing the fact or upon notification from
the District, repay the full amount of such overpayment. If the overpayment is $100 or less, the employee
shall have the overpayment deducted in the next paycheck. For overpayments exceeding $100, the
repayment schedule shall be spread over the remaining months of the semester, with even amounts
deducted in each month, or the schedule shall be equal to the number of months the employee was
overpaid, whichever the employee prefers.

For example, an employee who was overpaid a total of $300 over a period of three months shall have
$100 deducted for the three months. Employees who leave the District or go on unpaid leaves prior to
complete repayment shall have the remainder of the overpayment deducted from their final check. If the
final check is insufficient to cover the amount owed, the employee will submit the necessary funds to the
District within 30 calendar days.

When different, the applicable union contracts and/or personnel manuals will supersede this procedure.

Historical Annotation: Related Procedures:
Adopted 8/21/81 Human Resources Procedure 1070.01
Revised 11/19/90, 7/18/00, 1/22/13


http://www.4cd.edu/gb/policies-procedures/hr/H1070_01.pdf
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