UW Bothel

New Appointment Packet Chec Kklist

Graduate Student Service Appointment

Graduate Student Name Proposed Ttle / Job Code

Appointment Start Date Appointing Department

Department Contact/ Telephone Budget #

Personnel Do cume nts: Payroll Forms:

(0 AppointmentIetterfrom Directorto (J PersonalData Form
appoitee (including salary, appointment
details, dates/te rms*) with concumence O Affimative Action Data Form (AADF)
ofthe appointee Canbe complted manually or ONLINE

O Cumic ulum Vitae (CV) 0 Employment Bigibility Form (I-9)

Q

(J Iettersof Recommendation W-4 Withholding Allowance Certific ate

(3 preferred, 1 minimum) . ) o
O Direct Deposit Authorization (optional)

w/blank deposit slip orcancelled check

Routing:
Attach this c hec klist to the forms listed above and submit the entire package to:

Admmistrator
Office of Academic Affairs
Campus Mail Box 358522

The Office of Academic Affairs willobtain the required approvalsignaturesand:
1) Send a copyofthe appointmentletterand the original Payroll Forms to the UW
Bothell Payroll Coordinatorfor OPUSentry.
2) Retum a signed copy ofthe appointmentletterto the program.
3) Keep acopyofthe personnelformsforthe GSA’spersonnelfie.
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Graduate Student Service Appointment General Conditions of Appointment:

Graduate student appointeesshallserve ordinarily on a half-time basis(an average of
approximately 20 hours perweek). Minimum re gistration during the academic yearis 10 credit
hours. During Summerquarter, minimum registration is 2 credits forallappointments. Re gistration
forfewerthan the minimum requires priorapprovalofthe Graduate School

* Appointment Ietter:

The letteroffering appointment willinc lude the follo wing informa tion:

Appointme nt title (if known)

Appointment % FIE(when applicable) orexpected hoursforhourdy employees
Effective datesand duration ofappointment (when applicable)

Hiring unit and hiring unit contact

e Asummary ofthe nature ofrequired duties

o Salary/wages

e Health and otherapplicable benefits

Costsoftuition orfeesthatare required asa condition ofemployment, if any

Tuition and fee waiverorexemption information

Response requirements, (concumence)

A statement that the positioniscovered by the collective bargaining agreement UW/ UAW
The cunrentcollective bargaining contract website address

The Unive sity shallinclude in all ASEappointment letters a link to the Union’s we bsite .

Foms:

UW Biography Form:
www.washington.edu/admin/acadpers/procedures/search and hire/biography.doc

Convic tion/ Crimina | Histo ry Informa tion Form:
http://www.washington.edu/admin/hrforms/employment/c imina Thist.pd f

F9 Form:
http://www.uscis.gov/files/form/i-9.pdf

W-4 Form:
http://www.irs.gov/pub/is-pdf/fw4.pdf

Dire ¢ t De po sit Autho riza tion Form:
http://www.washington.edu/admin/payrol/pdf/DirectDep.pdf

Resources:

GSA Salary Schedule:
http://www.grad.washington.edu/fellow/2007-08%20re g ula 1%20g ra d %20sa lary%20sc he dule .pdf

Academic Student Employee (ASE) Contract:
http://www.washington.edu/admin/hr'labonmelV/contracts/uaw/addons/

G SA Hligib ility for Tuition Waivers and Exe mptions, Health hsurance and Taxes:
http://www.grad.washington.edu/fellow/grad waiv exemp ins.htm
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