
Payroll Service Center

New Hire Payroll Action Request Instructions

Introduction

Complete the Personnel Action Request Form for the addition of Concurrent Jobs, New Hires, Rehires, and Transfers.  Use the chart to determine the required fields, appropriate actions/reason codes, and required documents to submit.  
The forms will be reviewed based on the guidelines below.  If these requirements are not satisfied, payroll processing could be delayed.
2.0 Action/Reason Table

	2.1  Description: Hire
	Hire a new employee that is not currently employed by UMBC, USM or another State Agency

	Reason Codes
	· ADD
Hire, Additional Job
· INI
Initial Employment
· XST

Other State Agency

· XUM

Transfer from USM



	Fields to Complete


	Fields 1-4 and 8-42 must be complete for all new hires.  (Fields 6, 7 must be completed for USM and State transfers)

	Required Documents
	· New Hire PAR
· W4

· Completed I-9 with supporting documents

· Social Security Number Verification

· State of Maryland Substance Abuse Policy

· See Additional Documentation Requirements Section requirements based on employee category


	2.2 Description:  Hire, One Pay Appointment
	Hire a new employee who is to receive one lump payment only

	Reason Code
	· ONP One Pay Appointment


	Fields to Complete
	Fields 1-4, 8-16, 19, 23-28, and 29-36 must be completed for all one pay appointments.


	Required Documents
	· New Hire PAR

· W4

· Completed I-9 with supporting documents

· Social Security Number Verification


	2.3  Description: Concurrent Job
	An existing active employee gets hired in a new position regardless of the department

	Reason Codes
	· ADD – Hire, Additional Job

	Fields to Complete
Fields to Complete (continued)

	· Action (1)

· Reason (2)

· Supporting Documentation (3)

· Effective Date (4)

· Empl ID -if known (5)
· First Name (8)

· Middle Name/Initial (9)

· Last Name (10)
· Position Number (29)

· Department ID (30)

· Department Name (31)

· Job Code/Title (32)

· Std Hours/FTE (33)

· Appointment End Date (34)

· Employee Class (35)

· Payment Method (36)

· Bi-weekly/Hourly Rate (37)

· Annual Salary (38)

	Required Documents
	· See Additional Documentation Requirements Section for requirements based on employee category


	2.4 Description: Rehire
	Employee is returning to UMBC, previously terminated in PeopleSoft 

	Reason Codes
	· REH
Rehire
· REI
Reinstatement



	Required Documents
	· New Hire PAR

· W4

· Completed I-9 with supporting documents

· Social Security Number Verification

· State of Maryland Substance Abuse Policy

· See Additional Documentation Requirements Section for requirements based on employee category


3.0 Additional Documentation Requirements by Employee Type
In addition to the required documentation listed above for each Action/Reason, there are specific documents required for new employees based on their category of employee.  It is imperative that these documents be submitted to payroll by the scheduled deadline.  Failure to submit all the required paperwork may result in delayed payment.
	Employee Category
	Additional Documents Required

	Contingent I
	· Copy of Contingent I Requisition and Agreement 

	Contingent II
	· Copy of Personnel Requisition Form 

· Original Contract

	Exempt
	· Copy of Personnel Requisition Form

· Retirement Plan Selection Form 

	Faculty
	· Copy of Approved Appointment Letter

· Retirement Plan Selection Form

· Faculty Supplemental Form

	Graduate Assistant
	· Graduate Assistant Acceptance Letter (signed by the student & Graduate School)

· Student FICA Exemption Form

	Non-Exempt
	· Copy of Personnel Requisition Form

	Part-time Faculty
	· Copy of Part-time Supplemental Faculty Appointment
· Faculty Supplemental Form

	Student
	· Student FICA Exemption Form


4.0  Guideline for Coding Employee Classification (Box 35) 

	Employee Class
	Determined by
	Description

	Exempt, Contingent I
	Title, requisition and Contingent I agreement
	An exempt employee that is on an if and when needed or temporary contract

	Exempt, Contingent II
	Title, requisition and contract
	Any exempt employee on a contractual basis.   These employees may be eligible for leave benefits (refer to departmental guidelines for leave eligibility).

	Exempt, Regular
	Title, personnel requisition and benefit forms
	Any exempt employee that is hired on a regular position and is benefit eligible (health, retirement, etc.)

	Faculty NonTenure Continuing Contract
	Title code  
	Only faculty Librarians 

	Faculty, Not Tenured Not on Track
	Appointment Letter, Faculty Data Form
	Faculty members who are on a contract for a specified period of time and are not seeking tenure

	Faculty, Not Tenured on Track
	Appointment Letter, Faculty Data Form
	Permanent faculty members who are working towards becoming tenured.

	Faculty, Tenured
	Appointment Letter, Faculty Data Form
	Permanent faculty granted tenure.  

	Faculty, Contractual
	Appointment Letter, Faculty Data Form
	All non-benefit eligible, primarily part-time faculty or visiting faculty that are not on a regular line

	Graduate Assistant, Bi-weekly
	Title code
	All graduate research/teaching assistants

	Non-exempt, Contingent I
	Title code (begins with 02 through 15) and Contingent I agreement
	An non-exempt employee that is on an if and when needed or temporary contract

	Non-exempt, Contingent II
	Title code (begins with 02 through 15) and contract
	Any non-exempt employee on a contractual basis.   These employees may be eligible for leave benefits (refer to departmental guidelines for leave eligibility).

	Non-exempt, Regular
	Title code (begins with 02 through 15)
	Any non-exempt employee that is hired on a regular position and is benefit eligible (health, retirement, etc.)
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