Empl ID: _______________________________ Rec. # ________
Center for Student Development Undergraduate Student Payroll Request
Academic Year 2007-2008
To be completed and signed by Agency or Department Head, or if none, by RSO Officer with Signature Responsibility.  Do not write in boxed areas.  Type or print BOTH sides.  Submit prior to the start of each student’s employment.

A. Appointment Information
Student Name________________________________________________________________________________________________
LAST



FIRST



MIDDLE INITIAL

Student SS#____________________ Student Email_________________________________ Student Phone #___________________
RSO/Agency/Dept______________ HR Dept______________ Supervisor___________________________ Phone #_____________










(supervisor)
Supervisor’s Email___________________________ HR Account #______________Rev/Fee/GOF  Hourly Pay Rate_____________








      (speedkey) 
         circle one
($7.50 minimum as of 1/1/07)

Payroll Commitment: AV Hrs/Wk______________for__________weeks = $__________________________NWS  CSD budget check___









       (FROM AGENCY/RSO BUDGET)
Appointment Period:__________________________________________ to ______________________________________________





       Begin date must be a Sunday  



 End date must be a Saturday

___Fall 2007

___Spring 2008

___Wintersession 2008

___Summer 2008
Signature of Agency or Department Head__________________________________________ Date_________________________ or
Signature of RSO Officer with Signing Authority________________________________________ Date_____________________
B. Student Information
1. What is the student’s enrollment status?  (Note: If the student is withdrawn s/he cannot be employed as a student.)


a.____ In a degree program with at least 6 credits.


b.____ Continuing Ed or Non-degree with at least 6 credits.  (Documentation required, see policy.)


c.____ Less than six credits (Cannot be employed as a student in the academic year.)


d.____ Graduating senior.  (Cannot be employed as a student after graduation.)


e.____ Summer or Wintersession.  (Students employed during the summer must fill out an OBRA form.)

2. Has the student worked on campus before?  Y / N


If “NO” student must come in to Center for Student Development to complete an I-9, tax forms and conditions of employment.

If “YES” submit revised tax forms ONLY if exemptions have changed.

3. Is the student currently employed on campus?  Y / N

If “YES” the combined weekly total hours for all jobs cannot exceed 40 hours.

If “YES” where does the student want their paycheck to go? _______________________________________________________









         (name of department where check will go)

4. Does the student have workstudy?  Y / N


Note: A maximum of 20 hours per week can be paid on workstudy during academic periods.  If a student works over 20 hours a 
week, payment will be made as non-workstudy,  The department will pay the full 100% of non-workstudy pay earned instead of 
the 30% contribution.

If yes, answer the following questions:  




           AWARD/DEPT. COMMITMENT
a. Has the student used the full workstudy award for another job?  Y / N 
If “NO” will it be used for this job?  Y / N
If “YES” will it be released for the use of this job?  Y / N

Name:____________________________________  Year:___________________
OVER
B. Job Information  (The University and the Federal work study regulations require all student jobs to have a written job description.)

***Attach a copy of the current job description or complete all of the following:
I. Job Title: _____________________________________________________________________________________

II. Supervised By: ________________________________________________________________________________






(Title of the position which supervises this position, not the person’s name.)

III. Functional Areas: (Note that what is day-to-day in one department might be administrative or developmental in another.)

____  Operational (day-to-day services, programs, etc.)


          Teaching, Cooking, Outreach, Advocacy, Research, Public Relation, etc.


____  Administrative (oversight and/or support of day-to-day operations)


          Fundraising, Record keeping, Scheduling, Stocking, Cleaning, Supervising, etc.


____  Developmental (long-range planning, visioning, transitioning, etc.)


          Research, Advising, Public Relations, Advocacy, Training, etc.


____  Official (Elected positions)


          Policy enforcement, program decisions Record keeping, etc.


____  Technical (related to any aspect of the department’s functions above)


          Repair of craft tools or electronic equipment, install computer hardware/software, carpentry, design, etc.


____  Other _______________________________________________________________________________________

IV. Work Contacts:

____  Students/staff within the Department/RSO/Agency


____  Other Umass/Amherst students and/or staff


____  General public


____  Vendors/entertainers, etc.


____  Students or staff or other college/universities


____  Local, state or other officials


____  Other: ______________________________________________________________________________________


Number of people supervised by this position: __________________________


If a Co-op, number of participating members: ___________________________

V. Qualifications:


List any special qualifications required in order to be hired for this position.

VI. Other comments about this job? _____________________________________________________________________
________________________________________________________________________________________________________
Personnel: Status: S / M Federal Tax_____________ State Tax______________ Conditions________________ I-9_______________





OBRA of FICA (summer only)___________________ Date entered on line____________________ Entered by__________________





Date forms sent to payroll________________ Not Applicable______ Date entered in CSD Database___________________________

















ck dist code


       time sheet code











    Earnings type








