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Resolving Payroll Overpayments 
The unit, the employee, and University Payroll & Benefits (UPB) must work together to resolve payroll overpayments. 

1. 
 

Unit corrects errors causing 
the overpayment. *See below. 

 UPB 

*Correct Errors: Correct the job record that caused the overpayment immediately to prevent recurring overpayments. 

*Correct FOAPAL: If overpaid funds are restricted or could close, such as Sponsored Projects (Grants), perform a Labor Redistribution to move the overpaid funds to an 
appropriate FOAPAL. Indicate the new FOAPAL string on the ANA request, and UPB will credit all recovered money to the indicated FOAPAL. 

2. 

Unit notifies 
employee 
of over-
payment 

3. 

Unit notifies 
UPB via 

Adjustment 
Notification 
Application 

(ANA) 

 UPB 

UPB notifies 
unit and  
employee  
of recovery 
method: 

4. 

Deduction from 
paycheck 

Employee  
repayment 5. 

Employee 
may set up a 
repayment 
agreement 

 UPB 

6. 
UPB notifies 
employee 
and unit 
when fully 
collected 

UPB assesses  
a Service Fee 

to the Unit  
with each  
collection 

7. 

Additional Information: https://www.obfs.uillinois.edu/payroll/transaction-processing/overpayments/ 
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