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From: Debra Annibell, Human Resource Administration ; ¢
Subject: Student Payroll Guidelines

Please be advised that HR/Payroll requires verification of student and VISA status for
International Students continuing on payroll. Verification is required every semester and can be
obtained from the International Student Office. International Students may not return to active
status for the current semester until they have updated their verification with the International
Student Office. The letter of verification must be forwarded to the HR department at the
University Center prior to submitting timesheets for payment. Payment cannot be processed
until documentation is received.

In addition, all employees including students hired with an assigned Social Security number,
must submit a receipt from the Social Security Administration Office verifying an application
has been filed for a valid Social Security number. This receipt must be submitted on the date of
hire. An employee can remain on payroll for a maximum of three months with an assigned
Social Security number. A letter of notification will go out to the employee when the three
month allowance will expire. If after three months, a valid Social Security number is not
submitted to HR; termination of employment will occur.

To replace the assigned number with a valid social security number, employees must complete a
W-4 form and attach a copy of the social security card. This information must be forwarded to
HR, University Center.

Effective immediately: All employees including students will be required to submit a copy of
their social security card as part of the hiring process.

Please note: Effective January 1, 2007, the minimum wage hourly rate has been increased to
$7.15. Current employment records have been updated with the new rate.

REMINDER: IRS Form W-2, Annual Wage and Tax statements, will be mailed to home
addresses very soon. To assure timely receipt, address changes must be reported to Human

Resotrces immediately!

Thank you for your continued cooperation.




