Form 3501 FR.14
a e Payroll Deduction Request for Personal
PCard Transactions of Separating Employee

Revised 1/10/2019

Instructions:

. Use this form to request a payroll deduction for personal PCard transactions of an employee separating from Yale employment
within the current month.

. Complete all sections of this form.

e  Submit completed form to sharedservices@yale.edu at least five (5) business days prior to the separating employee’s final payroll
processing. See Payroll Schedule to determine the correct timing.

Preparer Information

Name: Title:

Department: Email:

Separating Employee Information

Employee Name:

Employee Number:

Expense Report Information

Expense Report number(s) containing personal PCard transaction(s):

Payroll Information

Amount to be deducted from payrolli:

Date of employee’s final payroll processing:
Payroll group: OMontth O Semi-Monthly OWeekIy

Questions? Contact sharedservices@yale.edu
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