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HRIS and Payroll Services Departments are responsible for making timely and accurate salary 
payments to University employees.  When an overpayment is identified, the HRIS Department 
will review the supporting wage records to determine the source of the error.  
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The procedure for disputing a determination that an overpayment was made and the terms of 
recovery shall be as follows: 

1. If the employee intends to dispute the overpayment, terms of recovery, and/or seek a 
delay, he or she must do so within one week of receipt of the Notice of Intent Letter. 

2. ¢ƘŜ ¦ƴƛǾŜǊǎƛǘȅ Ƴǳǎǘ ǊŜǎǇƻƴŘ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŎƘŀƭƭŜƴƎŜ ǿƛǘƘƛƴ ƻƴŜ ǿŜŜƪ ƻŦ ǊŜŎŜƛǾƛƴƎ 
it.  Such reply must address the issues raised by the employee, contain a clear statement 
ƛƴŘƛŎŀǘƛƴƎ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ Ǉƻǎƛǘƛƻƴ ǿƛǘƘ ǊŜƎŀǊŘ ǘƻ ǘƘŜ ƻǾŜǊǇŀȅƳŜƴǘΣ including whether it 
ŀƎǊŜŜǎ ƻǊ ŘƛǎŀƎǊŜŜǎ ǿƛǘƘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ Ǉƻǎƛǘƛƻƴ ǊŜƎŀǊŘƛƴƎ ǘƘŜ ƻǾŜǊǇŀȅƳŜƴǘΣ ŀƴŘ 
provide a reason why the University agrees or disagrees. 

3. The University must give the employee written notice that he or she has a right to meet 
ǿƛǘƘ ǘƘŜ ŜƳǇƭƻȅŜǊ ǿƛǘƘƛƴ ƻƴŜ ǿŜŜƪ ƻŦ ǊŜŎŜƛǾƛƴƎ ǘƘŜ ŜƳǇƭƻȅŜǊΩǎ ǊŜǇƭȅ ǘƻ ŘƛǎŎǳǎǎ ŀƴȅ 
disagreements that remain regarding the deductions. 

4. The University must provide the employee with written notice of its final determination 
regarding the deductions within one week of such a meeting.  In making its final 
determination, the University Ƴǳǎǘ ŎƻƴǎƛŘŜǊ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǿŀƎŜ ǊŀǘŜ ŀƴŘ ǿƘŜǘƘŜǊ ǘƘŜ 
overpayment appeared to the employee to be a new wage rate (i.e. a raise).  When 
making a final determination regarding the amount of the deduction to be made per pay 
period and the date such deduction will commence, the University must consider the 
ƛǎǎǳŜǎ ǊŀƛǎŜŘ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜǉǳŜǎǘ regarding the amount of each deduction. 

 
 

See Footnote 
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In the event an employee avails himself or herself of this dispute procedure, the University may 
not commence taking deductions until at least three weeks after issuing a final determination. 
 

6 Enforcement 

The University reserves the right to take additional steps to recover overpayments, including 
legal proceedings.   
 

7 Positive Relationships 

The Human Resources Division has established the above guidelines to ensure that a policy and 
process is in place for salary overpayments.  The University is mindful that issues around 
άƳƻƴŜȅέ Ŏŀƴ ǇƻǎŜ ŀ ƘŀǊŘǎƘƛǇ ŦƻǊ ŜƳǇƭƻȅŜŜǎ ŀƴŘ Ƴŀȅ ōŜ ŘƛŦŦƛŎǳƭǘ ǘƻ ŀŘŘǊŜǎǎΦ  bƻǘƛŦƛŎŀǘƛƻƴ ŀƴŘ 
recovery of all overpayment funds should be undertaken with discretion and in a matter that 
ǇǊŜǎŜǊǾŜǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŘƛƎƴƛǘȅΦ 
 

8 Contact 

Payroll Services Department: Effie.Smith@einstein.yu.edu 

                                                 
1
 With respect to employees subject to a collective bargaining agreement, please refer to the dispute resolution 

provisions contained in the applicable collective bargaining agreement. 

 


