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NEW HIRE INFORMATION SHEET

NAME:
i
     
     


[image: image1.png]
Last
First
MI.

Last 4 digits of SSN:
     
HIRING DEPARTMENT:
Computer Science

MAIL CODE:
00518




JOB TITLE/JOB CODE:
     












*EFFECTIVE DATE(S) OF EMPLOYMENT: FROM:
    

TO:
     



*These are dates that should be reflected on the electronic appointment document. To be in compliance with the Immigration Reform & Control Act of 1996 

(I-9 Form), all new hires must present employment authorization documents within three (3) days of the effective date of employment.

Please check one:






AUTHORIZED BY: (Please Print)

 FORMCHECKBOX 
 
Hourly (non-benefit) position.
     





  


19 hrs. or less, Staff or Student




Name
Temporary (non-benefit) position:
PI






 FORMCHECKBOX 

Temp. Full-time, 4 months or less (Faculty or Staff)
Title

Memo of justification must be attached






Computer Science







 FORMCHECKBOX 

Temp Part-time, 4 months or less (Faculty or Staff)
Department

(less than 40 hrs/week). 


Hours per week?
747-5480








Telephone
 FORMCHECKBOX 

Casual Labor








Title used for individuals who are hired to perform
     







a specific task for a brief period of time (e.g. one (1) day).
Signature    

These individuals do not require an appointment and

                                 


are paid through a time sheet.
     





    










Date


OR:













 FORMCHECKBOX 

Graduate title (20 hrs. /week): One (1) month or more
 FORMCHECKBOX 

Undergraduate title (20 hrs. /week):  Salaried, 

Insurance eligibility only: Teaching Assistant (TA),
Non-benefit eligible:  Undergraduate Teaching


Research Assistant/Associate (RA), or Assistant Instructor
Assistant and Undergraduate Research Assistant

	Human Resource Office Only:

Documents have been processed. 



              











HRS Representative*


             Date*

*Original documents only. Copies will not be accepted.




Attention Non-Resident Employees:

Due to a change in the Internal Revenue Service (I.R.S.) regulations, all non-resident employees of the University will be required to have additional withholding deducted from their paychecks.

This notice is to inform you that an additional withholding in the amount of $33.10 per month will be deducted from your paycheck beginning with your first payment.  The additional withholding will appear on your earnings statement, and will be reflected on your W-2 when issued.  

Should you have any questions concerning this change, please contact the Office of Financial Services, Administration Building, Room 303, or call 747-5171.    

Revised 11/2002


_1081598429.bin

