
Final Wage Verification Instructions
Initial Process 
Update employee’s timesheet for all outstanding payable time.  Generate query HRT_TL_PAYABLE_TIME_DETAILS.  Pivot data for TRC, Quantity and Estimated Gross.
Enter all required information in the green‑shaded fields on the Wages Conceded to be Due form. Ensure all entries are complete and accurate by verifying against the pivot table produced.
Verify Final Wages
Review the employee’s final wages for accuracy.
Confirm the base rate of pay listed in Job Data.
Check for any additional compensation in Job Data such as:
MCOP
Multi‑lingual/Bilingual Pay
TRET or other applicable comps
Ensure all eligible compensation is included in the final wage calculation. Verify outstanding wages calculated at the appropriate FLSA rate. (Overtime rates should show as time and half for hourly rate of pay.)  Form should include Longevity payments, TLV payouts and any other compensation due.  Reminder that annual leave payouts do not include any MCOPs.  Please reach out to CPB if you are unsure of which hourly rate applies.
Confirm Payment Method
Determine whether the final wages will be issued by direct deposit or paper check. 
Finalize and Print
Verify and confirm all information, then print the completed form on official agency letterhead.
Provide to Employee
Give the finalized document to the employee for their records. Keep a copy on file and verify against final paystub.
