B [/G E OR G E | Human Resources and Payroll Supervisor and/or Timesheet Approver
4441 George Mason Boulevard, Suite 4100

MS 3C3, Fairfax, Virginia 22030
UNIVERSITY | Phone: 703-993-2600; Fax: 703-993-2601

Change Form

Please fill out the fields below to make a change to an employee’s supervisor and/or timesheet approver. Please read the form carefully and review the
definitions, below, to ensure appropriate changes are made.

EMPLOYEE INFORMATION SUPERVISOR INFORMATION TIMESHEET APPROVER INFORMATION (If different than

The employee(s) for which the supervisor and/or Responsible for the day to day performance, supervisor)

timesheet approver change request is made. performance evaluations, directs work activities, has If the supervisor will NOT be approving timesheets for
personnel responsibility for staff. The supervisor will be | the employees listed, please list a timesheet approver.
the default timesheet approver unless a Timesheet If the supervisor will be approving timesheets, do NOT
Approver is requested. complete this section.

G# NAME POSN/SUFFIX G# NAME POSN/SUFFIX G# NAME POSN/SUFFIX
Effective Date of Change Submitter Name Submitter Email HR Liaison Name HR Liaison Signature (REQUIRED)

Pay Period Begin Date:

HR Liaison’s SIGNATURE IS REQUIRED. Forms will be returned if completed incorrectly.

E-mail approved and completed forms to HRDM@gmu.edu. Forms must be received 5 days prior to the pay period begin date Forms received after the pay
period begin date will be effective the following pay period.
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