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Instructions: Warrant Release Authorization Form 
 
The Warrant Release Authorization form is used to designate roles within a department related to certifying 
attendance  and those who can receive and distribute payroll checks to the unit.  
 
This form is updated every academic year to ensure that pay warrants are released to the appropriate 
authorized individuals.  
 
Submit a complete form to University Personnel via email to university-personnel@sjsu.edu. If you prefer to 
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The Student Assistant/Work Study/Intermittent Hourly Payroll section is related to checks for hourly 
employees (generally student assistants, instructional student assistants, casual workers…etc) that are 
distributed on Student/Hourly Payday, which usually occurs in the middle of the month. Refer to the Hourly 
and Student Payroll Calendar on the Calendars webpage of the University Personnel website for the specific 
pay days.  
 

 
 
The “Maintains Attendance (department designee)” line refers to the employee who manages those who 
enter Absences or hours worked on the Timesheet. This may be a timekeeper or someone who sends out 
reminders to employees to enter their time.  
 

 
 
T



 
INSTRUCTIONS: WARRANT RELEASE 

AUTHORIZATION FORM 
 

Instructions: Warrant Release Authorization Form 07/10/2023 Page 3 of 3 

 
 
The “Received Payroll Warrants” line refers to individuals who are approved to pick up pay warrants at 
University Personnel and bring them back to 




