Indiana University East Human Resources

PAYROLL STATUS/
CHANGE FORM
(hire, change pay rate, change account number, add to TIME)

	Legal Name
	       

	SSN or ID#
	

	Dept.
	

	Check the appropriate box
	Employee Assignment Type

	
	HR-Regular-not a student-works less than 20 hours per week

	
	HS-Student-currently enrolled works less than 20 hours per week

	
	HP-Hourly PERF-non-student who works more than 20 hours per week; department pays approximately 12% for retirement plan.

	
	

	
	First Day of Employment-must be at least 5 days after HR receives this form and enters employee in HR system.  Employee cannot work without an electronic TIME sheet.

	Employee Job
	Brief Description/Title indicating type of work to be done (SI leader, TA, Office Assistant, receptionist, etc.)

	
	

	TIME assignment

Select one
	Where does the individual perform his/her work?  In the office, on campus, off campus?  Where will he/she clock in?

	
	Clock in and out-synchronous

	
	Electronic Time sheet-asynchronous-must be approved by HR*

	
	Hourly Pay Rate-must be no less than minimum wage of $7.25 per hour

	
	Funding Account for Payment

	Enter New 

Information
	Change to current employee

	
	Pay Rate Change—Enter new rate

	
	Funding Account Change—enter new  account number

	
	Termination of Employment-brief explanation of reason for termination



	
	Date of any of the above changes.   

	Approval
	

	Prepared by:
	

	Acct. Manager:
	

	Date Approved
	

	
	Date Sent to HR—INFORMATION BELOW TO BE ENTERED BY HR

	
	TIME  WORK AREA                              Entered by HR

	
	


Do not use this form for Work Study positions.
 


