Off-Campus
Payroll/Billing APPENDIXD
Process

Agency gives student
timesheet, which is
completed on a daily
basis

Each biweekly payperiod,
student and supervisor sign
timesheet and give to designatefl
payroll liaison in agency.

Payroll liaison submitts the timel
through the CU Payroll System
according to the Bi-weekly Timg
Collection Calander.

A 4
Print a copy of the payrol
register and hook to the
time sheet(s). Must keepjf|
timesheets for 5 years.

A 4

The advice/warrant will be
mailed directly to the
student's home address on
a biweekly basis

Agency is billed monthly
(bills sent by the 15th day
of the following month)

Agency checks
billing for
discrepancies

Any discrepancies contact Brend
with Student Employment at
303-492-3548.

\ 4
Agency pays
university within 45
days of bill receipt




