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Payroll Authorization List Form



Georgia Tech Payroll Services • 500 Tech Parkway •  Atlanta, GA  30332-0435
(404) 894-4614 (general) • (404) 894-0944 (fax) 

Customer service email address:  pay.ask@business.gatech.edu
Date: ______________________

GENERAL DEPARTMENT INFORMATION

	Department #


	Department Name


	Mail Code



	Dean, Director or Department Head (print name)


	Dean, Director or Department Head (signature)



	Primary Contact Name


	Primary Contact Phone Number




*** Please have at least two (2) signatures on record for each authorization ***

The following persons are authorized to approve and/or receive the following:

	Name (print)
	Signature
	Approve Personal Service Forms (PSF/Summer Pay/Request Special Payments)
	Approve

Time Docs/

**Record Time 
	Pick Up Checks from Payroll
	Receive Courier Delivered Checks*
	Check Rosters
	Report Vacation and Sick

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


* Complete only if Courier Service is available for your area
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