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


	Legal Name
	

	ID # or Social Security #
	

	Department
	

	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)

	Date:
	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.

	TIME Assignment (select one) Where does the individual perform his/her work? On campus or 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 number





	
Termination of Employee

	Last date worked:
	

	Brief explanation of termination:
	



	Change of payroll account information for a current employee. ( an employee that has already been hired for your department)

	Effective Date:
	

	Pay Rate ( new pay rate)
	

	Funding account  ( enter new account #)
	

	Prepared by:
	

	Account Manager:
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