ORG_____FUND_______OBJ__________     IMMEDIATE SUPERVISOR________________________DEPARTMENT_____________________DATE_____________

REQUISITION FOR STUDENT PERSONAL SERVICE EMPLOYMENT
Student Personal Service Employment is available only when ALL WORK STUDY STUDENTS HAVE BEEN EMPLOYED. 
Exceptions may be approved by the CFO.  Please forward the form to Financial Aid, who will confirm whether there are Work Study students available.  
FORM MUST BE TYPED.  Please list your Personal Service student employee(s) below with the additional information requested.  If a student is working without the prior approval of the CFO/VP, he/she will not be paid and will not be back paid for services.  If the supervisor wishes to pay the personal service student more than minimum wage, you must have prior approval from the CFO/VP of Finance.

All supervisors are reminded that it is a violation of State and Federal laws to knowingly falsify payroll records.  Proven instances are grounds for termination of the offender’s employment.
NEW HIRES 




Effective January 1, 2016, minimum wage is $8.75.
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PAST HIRES
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Department Head/Dean____________________________________        Date________________________________________________


Financial Aid_____________________________________________   


CFO/VP of Finance ________________________________________        Date________________________________________________
Department has requested Work Study and none is available.








