UNIVERSITY OF

GUAM ADMINISTRATION & FINANCE
Payroll Office

UNIBETSEDAT GUAHAN

MEMORANDUM:

To: Timekeepers

From: Payroll Supervisor

Subject: Update Authorized Signatures

Ensure that there are 2 (two) different signatures on the AUTHORIZED TIMEKEEPER

SIGNATURE line and the AUTHORIZED DEPT SIGNATURE line. The same person should NOT
sign both areas.

Please provide Payroll with the following information and return to the Payroll Office ASAP:

Department:

Primary Timekeeper:

Alternate Timekeeper(s):

Authorized Approving Officer/Dept Head:

Alternate Approving Officer/Dept Head:

Authorized Person(s) for Check Pick-up:

T: +41671.735.2950 F: +1671.734.3118 W: www.uog.edu E: payroll@triton.uog.edu
Mailing Address: 303 University Drive UOG Station Mangilao, Guam 96913

The University of Guam is a U.S. Land Grant Institution accredited by the Western Association of Schools and Colleges
Senior College and University Commission and is an equal opportunity provider and employer.
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