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	Human Resources

Request for Approver or Timekeeper


	

	Process
Supervisors are responsible to ensure time reported on timecards is accurate.  Supervisors may designate a proxy approver to approve timecards in their absence.  To designate a proxy approver within the new Banner HR/Payroll system, the Proxy Assignment form must be submitted to and approved by HR.  See page two for the Proxy Assignment form.

 

In order to ensure that proper audit trails are maintained, the following guidelines relate to appointment of approvers and timekeepers:

· Proxy assignments will be established by completing the Request for Proxy Form;

· Requests must be approved by the requesting employee’s supervisor and submitted to the Human Resources Department;

· The HR Department will review all requests for proxy assignments and will communicate decisions to the requestor and/or proxy and/or supervisor;

· The HR Department will provide training to approved proxies prior to implementing authorization;

· If proxy is already an approver, once HR approves the request authorization will be granted.  Training will not be required.

If you have any questions regarding the Proxy Assignment process, please contact Human Resources at 1870.

 FORMCHECKBOX 
Proxy Approver

 FORMCHECKBOX 
Proxy Timekeeper

 FORMCHECKBOX 
Proxy EPAF

Date:      /     /     
Proxy Approvers are granted authority by a Supervisor to approve timecards for the Supervisor within the Banner HR/Payroll System.  Proxy Timekeepers are granted authority by a Supervisor to create and edit timecards for other Timekeeper(s) within Banner.  Proxy EPAFs are granted authority by a Supervisor to approve EPAFs within Banner. 

In order to ensure that proper internal control and audit trails are maintained, you cannot approve a timecard you have created or EPAF you have created.
Current Approver/Timekeeper Information:

Proposed Proxy Approver/Timekeeper Information:

Name:

     
Name:

     
Position Title:

     
Position Title:

     
Program:

     
Program:

     
Division:

     
Division:

     
Approvals:

Supervisor Signature:

Date:

For HR Use Only
HR Signature:

Date:

 FORMCHECKBOX 
Approved  FORMCHECKBOX 
Not Approved

Distribution of Decision:  FORMCHECKBOX 
Proxy Requestor  FORMCHECKBOX 
HR Banner Team
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