lowa State University
University Human Resources

All new and returning domestic (temporary & student) employees at lowa
State University must report to the ISU University Human Resources Service
Center with this completed form in 3810 Beardshear, on or before their first
day of work to verify completion of the I-9 form along with other forms in the
payroll sign up packet. All International student & temporary employees
must check-in at the International Students and Scholars Office in Room 3241
Memorial Union on or before their first day of work to complete their -9 Form
and will then be directed to the ISU UHR Service Center to complete the
remaining forms in the payroll sign up packet.

In order to complete the I-9 the employee will need to bring acceptable forms of

ID with them. Go to http://www.hrs.iastate.edu/hrs/records for the list of
acceptable ID’s found on our website under “Information and Instructions.”

Employing departments of temporary & student hires
must complete this form:

A) before sending a new hire to sign up for payroll or

B) before mailing form with a completed payroll packet
C) and understand that new hires are not to start working
until this form is signed by the UHR Service Center Staff
and returned to the department.

D) Rehires must bring the completed form to the UHR
Service Center.

If you have any questions regarding this process please call the ISU UHR
Service Center at 294-4800.

**All graduate students must obtain Graduate College approval before
being authorized to work hourly. For additional information and to
submit the “Request to Hire a Graduate Student on an Hourly Basis”
form, go to

http://www.grad-college.iastate.edu/common/forms/faculty forms.php
prior to submitting this XH form to the UHR Service Center in 3810
Beardshear Hall. Please call the Graduate College at 515-294-4531 with
questions for graduate students.

***Graduate College Representative Date

Temporary & XH Payroll Enroliment Form

Temporary Status:
Merit P&S

Seasonal Event Undergrad Graduate

Merit & P&S Temporary and Seasonal hiring departments must complete this box
Job Title Title Code
(Should end with MT or PT)

Posting Number

NOTE: Merit temporary - restricted to 780 hours of work in a fiscal year. P&S temporary -
limited to 60 days or less unless work is sporadic.

Employee’s Name:

University ID #:

Payroll Enrollment Dates

Begin End
Department:
Supervisor:

¢ Signature: Date:
Dept. Contact Person:
Office Address:

Email: Phone:

Student Workers: Please sign to verify that you are currently enrolled as a student &
registered for classes at ISU. If working during the summer or winter break, sign to verify you
are registered for classes @ ISU for the next semester. Student workers are restricted to
20 hours of work per week when classes are in session including finals week. lowa
Code - 20.4(4)

Student Signature

TO: Department FROM: ISU UHR Service Center

The above employee has completed the payroll enrollment process and can start working.
International employees may not be entered into the system until proof of application for a
permanent SSN is received.

UHR Service Center Representative Date
% Form cannot be accepted without the Supervisor Signature


http://www.hrs.iastate.edu/hrs/records
http://www.grad-college.iastate.edu/common/forms/faculty_forms.php
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