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Purpose/Principle/Definitions: 
 
The option for an employee to make a mid-month draw on their pay (otherwise known 
as a pay-to-date) will not be available, unless bargaining agreements specify otherwise.   
If a financial emergency arises, an employee may appeal to the Associate Vice 
President, Human Resources  for an exception.  The decision of the Director Human 
Resources is final. 
 
The process for a mid-month draw is permitted only for documented, bona fide 
emergencies.  The process is as follows: 
 

1) Prepare a written request that details the nature of the emergency and the 
amount of the request; 

2) Submit the request to the Driector Human Resources via your supervisory chain 
(e.g. supervisor, director, associate vice president or vice president).  Each 
supervisor will recommend approval or disapproval, document the reason for the 
recommendation, forward the request to the next person in the chain;   

3) The Director Human Resources will approve or disapprove the request and notify 
the requestor of the decision; 

4) If the request is approved, the Director Human Resources will notify the payroll 
department to process the draw. 

 


