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Re vise d 2/08 

UW Bo the ll 
Ne w Ap p o intme nt Pa c ke t Che c klist  

Graduate  Stude nt Se rvic e  Appointme nt 
 

 

 

   

Gra d ua te  Stud e nt Na me   Pro po se d  Title  /  Jo b  Co d e  

Appo intme nt Sta rt Da te   

 

Appo inting  De pa rtme nt 

De pa rtme nt Co nta c t /  Te le pho ne   Bud g e t #  

 

 

Pe rsonne l Doc ume nts: 

  Ap p o intme nt Le tte r fro m Dire c to r to  

a ppo inte e  (inc lud ing  sa la ry, a ppo intme nt 

d e ta ils, d a te s/ te rms*) with c o nc urre nc e  

o f the  a pp o inte e   
 

  Curric ulum Vita e  (C V)  
 

  Le tte rs o f Re c o mme nd a tio n  

(3 p re fe rre d , 1 minimum)  
 

 

 

 

Payroll Forms: 

  Pe rso na l Da ta  Fo rm 
 

  Affirma tive  Ac tio n Da ta  Fo rm (AADF)  

Can be  c o mple te d manually o r ONLINE  
 

 Emplo yme nt Elig ib ility Fo rm (I-9) 
 

 W-4 Withho ld ing  Allo wa nc e  Ce rtific a te  
 

 Dire c t De po sit Autho riza tio n (o p tio na l) 

 w/blank de po sit slip o r c anc e lle d c he c k 

 

 
 

 

 

 

Routing : 

Atta c h this c he c klist to  the  fo rms liste d  a b o ve  a nd  sub mit the  e ntire  p a c ka g e  to : 

 

Ad ministra to r  

Offic e  o f Ac a d e mic  Affa irs 

Ca mpus Ma il Bo x 358522 

 

The  Offic e  of Ac ade mic  Affa irs will o b ta in the  re q uire d  a pp ro va l sig na ture s a nd : 

1) Se nd  a  c o py o f the  a p po intme nt le tte r a nd  the  o rig ina l Payroll Forms to  the  UW 

Bo the ll Pa yro ll Co o rd ina to r fo r OPUS e ntry.   

2) Re turn a  sig ne d  c o py o f the  a p p o intme nt le tte r to  the  p ro g ra m. 

3) Ke e p  a  c o py o f the  p e rso nne l fo rms fo r the  GSA’ s p e rso nne l file . 
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Graduate  Stude nt Se rvic e  Appointme nt Ge ne ral Conditions of Appointme nt:  

Gra d ua te  stud e nt a pp o inte e s sha ll se rve  o rd ina rily o n a  ha lf-time  b a sis (a n a ve ra g e  o f 

a ppro xima te ly 20 ho urs pe r we e k). Minimum re g istra tio n d uring  the  a c a d e mic  ye a r is 10 c re d it 

ho urs.  During  Summe r q ua rte r, minimum re g istra tio n is 2 c re d its fo r a ll a ppo intme nts. Re g istra tio n 

fo r fe we r tha n the  minimum re q uire s p rio r a p p ro va l o f the  Gra d ua te  Sc ho o l.  

 

* Appointme nt Le tte r: 

The  le tte r o ffe ring  a ppo intme nt will inc lud e  the  fo llo wing  info rma tio n:  

• Appo intme nt title  (if kno wn)  

• Ap p o intme nt % FTE (whe n a p p lic a b le ) o r e xp e c te d  ho urs fo r ho urly e mp lo ye e s  

• Effe c tive  d a te s a nd  d ura tio n o f a ppo intme nt (whe n a pp lic a b le )  

• Hiring  unit a nd  hiring  unit c o nta c t  

• A summa ry o f the  na ture  o f re q uire d  d utie s  

• Sa la ry/ wa g e s  

• He a lth a nd  o the r a p p lic a b le  b e ne fits  

• Co sts o f tuitio n o r fe e s tha t a re  re q uire d  a s a  c o nd itio n o f e mplo yme nt, if a ny  

• Tuitio n a nd  fe e  wa ive r o r e xe mptio n info rma tio n  

• Re spo nse  re q uire me nts, (c o nc urre nc e )  

• A sta te me nt tha t the  p o sitio n is c o ve re d  b y the  c o lle c tive  b a rg a ining  a g re e me nt UW/ UAW 

• The  c urre nt c o lle c tive  b a rg a ining  c o ntra c t we b site  a d d re ss  

• The  Unive rsity sha ll inc lude  in a ll ASE a p p o intme nt le tte rs a  link to  the  Unio n’ s we b site .  

 

Forms: 

UW Bio g ra phy Fo rm: 
www.wa shing to n.e d u/ a d min/ a c a dp e rs/ p ro c e dure s/ se a rc h_a nd_hire / b io g ra p hy.d o c  

 

Co nvic tio n/ Crimina l Histo ry Info rma tio n Fo rm: 
http :/ / www.wa shing to n.e d u/ a d min/ hr/ fo rms/ e mp lo yme nt/ c rimina lhist.p d f 

 

I-9 Fo rm:   
http :/ / www.usc is.g o v/ file s/ fo rm/ i-9.p d f 

 

W-4 Fo rm:   
http :/ / www.irs.g o v/ pub / irs-p d f/ fw4.p d f  

 

Dire c t De po sit Autho riza tio n Fo rm:  
http :/ / www.wa shing to n.e d u/ a d min/ p a yro ll/ p d f/ Dire c tDe p .p d f  

 

 

Re sourc e s: 

GSA Sa la ry Sc he d ule : 
http :/ / www.g ra d .wa shing to n.e d u/ fe llo w/ 2007-08%20re g ula r%20g ra d %20sa la ry%20sc he d ule .p d f 

 

Ac a d e mic  Stud e nt Emp lo ye e  (ASE) Co ntra c t: 
http :/ / www.wa shing to n.e d u/ a d min/ hr/ la b o rre l/ c o ntra c ts/ ua w/ a d d o ns/   

 

GSA Elig ib ility fo r Tuitio n Wa ive rs a nd  Exe mp tio ns, He a lth Insura nc e  a nd  Ta xe s: 
http :/ / www.g ra d .wa shing to n.e d u/ fe llo w/ g ra d_wa iv_e xe mp_ins.htm  


