Georgia State University






[image: image1.png]Y,
GeorglaState
UI]IVGI‘Slty




Payroll Services









Suite 330, One Park Place South

(404) 413-3302 



New Employee Form
(TEMPORARY)
Please submit this form to the payroll office as a way to begin the hire process for this employee until August 10, 2009 during the transition to the new ADP/Shared Services System.  This form will serve as authorization to provision the employee listed below into the Georgia State University person registry.  A Panther ID will be created that can be used for GSU parking registration.  Please submit this signed form to the Payroll Office.  The employee will be notified when they are in the person registry. 
Start Date:  _____ / _____ /______

Legal Name: _____________________________ SSN:  ___________________________

(Print Name)
Department Name and Number:  __________________   _________________________

Building Location: ______________________
Job Title: ___________________________
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 the Employment Status: 


Benefits-Eligible Status
 

Temporary Status                     


   Faculty




   Graduate Assistant


   Fellow




   Student Assistant/Work-Study

   Post Doctoral



   Temporary Non-Student/Fee-Based

   Staff




   Student Leader


   Limited Term (> 6 months) 


   Part-time instructor
Approval Signatures for Unit:  At least 2 signatures are required. 
Initiator: Name/title: ___________________________________ Phone: ________________

Approval:  Name/title:_______________________________Phone:_______________

Approval:  Name/title:_______________________________Phone:_______________

Approval:  Name/title:_______________________________Phone:_______________
The completed form should be sent to the payroll office at 1 Park Place, Suite-330 when the employee comes to do their new hire packet. 
