	


 
	Human Resources and Payroll


HARD COPY ELECTRONIC APPROVALS (EPAF) TRANSACTION FORM

TO BE USED ONLY WHEN AUTHORIZED BY HR

	G# 


	Name (Last, First, Middle)





  Hire Type (check appropriate category):
	(  New Hire (Never worked at George Mason– no record on JLST as of 7/1/02)
	(  Current Hire (Has worked at George Mason – record on JLST as of 7/1/02)


  Employee Class (check appropriate category):

	Hourly Employee
	Fixed Term Employee
	CVPA Employees only

	(  Wage (WG)
	(  Adjunct (AD)
	(  Actors (AC)

	(  Work Study (WS)
	(  Adjunct, Summer Research (SR)
	

	(  Student Wage (SW)
	(  Graduate Teaching Assistant (GA)
	

	
	(  Graduate Lecturer (GL)
	

	
	(  Graduate Research Assistant (GR)
	

	
	(  Miscellaneous Pay, Faculty Overload (MP)
	


  Job Information 

	Beginning Effective Date


	School/Department
	**FTE (for Adjunct or Graduate Teaching Assistant)



	Position Number/Suffix


	Campus/Location
	Timesheet Approver Name & Position Number 


	Home Department Org #


	Job Title
	Hourly Rate/Assignment Salary



	**Ending Effective Date


	**# of Pays/Factors
	EA Submitters Name and Telephone #




  Comments (e.g. include grant index, special circumstances, and anticipated total spending and end date)

	

	Required Approvals
	Name (PRINTED)
	Signature
	Date

	Required Approver 
	
	
	

	Division Level Approver 
	
	
	

	Executive Level Approver 
	
	
	

	Financial Aid ¹
	
	
	

	Sponsored Programs (OSP)²
	
	
	

	HR Generalist
	
	
	

	
¹ For all Work Study positions, this paper must be routed through Financial Aid 


	² For EA’s processed against 20xxxxx or 22xxxxx funds, this paper must be routed through Sponsored Programs








