Southside Virginia Community College


Paycheck Hold Authorization

I understand that Southside Virginia Community College will hold my paycheck(s) if all required documentation for hiring and processing payroll is not received by the Human Resources or Payroll offices.


__________________________
___________________________
Employee Signature                

Date

Payroll Deduction Authorization
 I hereby authorize that if I am responsible for any indebtedness to Southside Virginia Community College, that I will re-pay it within the required or expected due date.  If any of the following items are not re-paid or returned in a timely manner to SVCC by the expected due date or upon my separation (if applicable), then SVCC has my permission to deduct the amount of the indebtedness from my paycheck(s).

· All College owned equipment (to include computer, AV equipment, etc.)

must be returned upon my separation (if applicable) or upon request of my supervisor.

· All College owned supplies must are returned upon request of my supervisor or upon my separation (if applicable).

· Any travel advances that are not repaid within 60 days or receipt or upon my separation from SVCC.

· Any salary advances that are not repaid immediately after receipt of next paycheck.  The next paycheck applies to the first paycheck received following issuance of the salary advance.

· Any other items that the college administration or supervisor deems that the SVCC should be duly reimbursed for.
_________________________________________

Employee’s Legal Name: Please Print
__________________________
___________________________
Employee Signature                

Date

