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RESOLUTION OF OVERPAYMENT OF SALARIES

With the multitude of daily transactions, corrections on both the financial and payroll component are warranted.  The following process must be strictly followed when an overpayment occurs.

1. When this transaction is identified, notification is generated from the payroll unit to the accounting unit.

2. This notification states the name and the amount of the salary overpayment.

3. Immediate request for payback is forwarded to the individual through the United States Post Office.

4. To finalize this transaction, the employee is requested to return the amount overpaid, payable to the City of Boston – Boston Public Schools, Bank Check or Money Order.

5. Upon receipt, the check is deposited with the City Treasurer, and the adjustments of the employee’s annual wages are activated.

If further resolution is warranted, the employee should substantiate his/her claim with supporting documentation.  In the event of a financial hardship, the accounting unit will review the circumstances and make a payment plan recommendation to the Business Manager.
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	rfitzpatrick@boston.k12.ma.us


Carol R. Johnson, Superintendent

