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Manager MSS Check List — Work Study Students

Before Submitting
Correct effective date

If this is a change to a person or position, did you use an effective date that aligns with the start of an applicable
payroll period (biweekly vs. monthly, depending on the employee)?
If this is a request for one-time supplemental pay for a project, did you use begin and end dates that correspond to
when the work was performed?

Intended actions are indicated in the appropriate fields AND comments have been added to clarify

Will everything you are needing to change be clear to all future approvers just by looking at the action? If no, add
comments to describe each needed action with all appropriate details. When in doubt, add comments!

Any necessary extras are attached

Example: Did you attach the Budget Amendment before submitting a change that affects your budget?
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