Office of Student Employment

 Supervisor or Payroll Administrator Change Request



Department ______________________________      Organization # _____________



Current Supervisor:  _______________________________________________ 

Current Payroll Administrator: _____________________________________
(If different from supervisor)


New supervisor: ___________________________________________________
New Payroll Administrator: _________________________________________
(If different from supervisor)

Telephone # or extension:  ___________________________________________
E-mail address:  _____________________________________________________
New Web Time Entry Org# (if applicable): _____________________________



I understand that as the supervisor and/ or payroll administrator for the work-study (s) in my department, I am responsible for proper timesheet documentation and payroll submission for those students.

_____________________________________________________     _____________

New Supervisor/ Payroll Administrator Signature                     Date
Important Note: 
All new supervisors must 1) read the Federal Work-Study Supervisor Handbook, 2) Complete a training session with the Student Employment Office and 3) Read and sign a Participation Agreement for the current academic year, prior to being permitted to supervise FWS students.
