2017  ACADEMIC  SUMMER  PAYROLL  REQUEST  FORM

Please Do Not Complete Form for:

 Summer Session Appts, Grad School Summer Research Appts, Dept Head Appts,

or Appts by Non-UMD Departments.

PLEASE  SEE  INSTRUCTIONS  ON  REVERSE  SIDE

Name: ______________________________  Dept: ___________________   Phone: ________________________

Empl ID # ________________________    



     E-mail: ______________________________

Are you teaching May, Summer or Special Session?  
                                        May Session  Y  /  N            Summer Session   Y  /  N              Special Session  Y  /  N
Summer Session Dates:  May Session:         May 8 - June 2, 2017
       Special Session I   Dates________________


           
    Summer Session:  June 5 - July 28, 2017
       Special Session II  Dates________________



If you have any other summer appointments, please list in Comments Section below.

DATES
      EFS  Combo Code          
                     AMT
             % APPT                 AMT per P.P.
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Note:  Salary amount is based on your annual salary divided by 19.5 pay periods for summer pay.
Comments:

Signature ___________________________
Date __________________
Phone ___________________

Send request to Mae Siljendahl, SCSE – 140 Engr – x7804, msiljend@d.umn.edu
Note:  2017 Academic appts end 5/21/17; Summer Research appointments cannot start until 5/22/17!
Deadlines for Receipt of Requests in SCSE Office (all are Mondays):

 
5/22-5/28 (6/07 pay day): due by 4/24 (1/2 pp)

5/29-6/11 (6/21 pay day): due by 5/08 

7/10-7/23 (8/02 pay day): due by 6/19


6/12-6/25 (7/05 pay day): due by 5/22

7/24-8/06 (8/16 pay day): due by 7/03

6/26-7/09 (7/19 pay day): due by 6/05

8/07-8/20 (8/30 pay day): due by 7/17

Please see reverse side for additional information/instructions.

INSTRUCTIONS FOR COMPLETING ACADEMIC SUMMER PAYROLL REQUEST

Do Not Complete form for:  Summer Session Appts, 

Grad School Summer Research Appts, Dept Head Appts, 

or Appts by Non-UMD Depts.

For all other summer appointments this form must be completed and signed and submitted by deadline date before a summer payroll document will be processed.  

Only one employee per form.  Form should be photocopied onto blue paper.
Enter name, department, address, phone #, e-mail.

Enter Summer Session and Graduate School Research Grant information, if applicable.

The payroll periods and actual pay dates (Wednesdays) are as follows:


      
5/15-5/28 = pay date 6/07 (1/2 pp)

5/29-6/11 = pay date 6/21 


7/10-7/23 = pay date 8/02


6/12-6/25 = pay date 7/05


7/24-8/06 = pay date 8/16  


6/26-7/09 = pay date 7/19


8/07-8/20 = pay date 8/30




            
A range of pay dates may be listed (ex: 5/22 – 7/23) if accounts, % appt, and amounts are the same for all pay periods within that range.  
PLEASE BE SURE TO INCLUDE THE EFS PAYROLL ACCOUNT “Name” and "Combo Code #".

BIWEEKLY AMT:  Your biweekly pay amount for a 100% time appt.  If you do not know, ask your Dept Admin , call Connie @ 7570 or Mae @ 7804, or leave blank.  (This amount is based on your annual salary divided by 19.5 pay periods.)
% APPT:  This is the percentage of appointment.  You may not be paid for more than 100% for any period of time.  For example, if you have a 66.5% appt teaching Summer Session, you may not have more than a 33.5% appointment from other funds during the Summer Session dates.  May and Summer Session dates are referenced on the front side of this form.

AMT/PP:  This is the amount that you will be paid for the pay period(s) requested.  For example, if your current 100% biweekly amount is $1000 and your pct appt is 100%, the Amt/PP will be $1000.  If the pct appointment is 85%, the Amount/PP will be $850.   

If all these numbers are a bit much, a general written request in the comments section is acceptable!
SIGNATURES:
Department Head signature required for non-sponsored accounts.




Principal Investigator signature required for sponsored accounts.

Enter date of request and telephone number.  

Please send completed form to:
Mae Siljendahl








140 Engr Bldg

QUESTIONS?   Please phone or e-mail Connie @ 7570, crosandi@d.umn.edu

  

    Or Mae @ 7804, msiljend@d.umn.edu
Deadlines are listed on other side of sheet.

A memo confirming your summer appointment will be sent to you.


                          03/08/17

