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Payroll Services enters the data per the intent form in job*, if 
applicable, position and budget/encumbrance panels. *required 

supporting documents are on file. 
Background 
check? If Yes 

Copy to HR/EO 
who does 
background check. 

Academic Authorization (duties/field of study, student eligibility)  
If academic dept. is the same as HR position dept. may be done with first step. 

(example Pharm Chem)

Student signs the Intent  
(job duties/field of study, compliance & notification) 

GRA Intent filled out by HR Position Department who is hiring 
the student (example HBC) 

Dean/Vice Provost (Budgeteer) based on funding source.  (funding/field of 
study/duties, compensation rate)   (example research unit and grant so RGS) 

Payroll Form – follow regular routing 

Active GRA 
Changes to: 

 Position Department 
 Funding (any change) 
 Standard Hours (FTE) 
 Compensation Rate 
 Termination 

 

Changes? 

Official Employee 
Personnel File 

 Position Number Change 
 Rehire 
 Job Duties 
 Field of Study 

 

GRA Intent to Appoint 

http://www.hreo.ku.edu/files/documents/GRAintent.pdf
http://www.hreo.ku.edu/files/documents/GRAintentprocess.pdf

