North Carolina A&T State University

Division of Human Resources

PD-441 Graduate Student Employee New Hire Checklist
North Carolina A&T State University

Division of Human Resources


	SECTION I: SCHOOL / COLLEGE  / DIVISION  INFORMATION

	School / College / Division
	Dept. Name
	Contact Name
	Contact Phone
	Contact E-Mail

	     
	     
	     
	     
	     

	SECTION II: NEW HIRE  INFORMATION

	Last Name
	First Name
	MI
	Position Title
	Banner ID
	Effective Date of Appointment

	     
	     
	  
	     
	     
	     

	SECTION III: VALIDATION OF ITEMS ATTACHED

	

	 FORMCHECKBOX 
 EPA Internal Salary Authorization Form
· Please enter whole months in the “Contract Period” field of Line 5 to ensure payments are divided equally for each month during the contract period.

 FORMCHECKBOX 
 EPA Application for Employment

 FORMCHECKBOX 
 Graduate Assistantship Contract
 FORMCHECKBOX 
 W-4 and NC-4 Tax Withholding Forms
 FORMCHECKBOX 
 Direct Deposit Form


	IMPORTANT NOTE:

You must remind the Graduate Student to report to the Student and Foreign National Employment Office located in the Division of Human Resources at 1020 E. Wendover Ave. (Suite 101) on or before the 1st day of work to complete the Employment Eligibility Form (Form I-9).

	SECTION IV: SIGNATURES

	Hiring Supervisor:
	Print:      
	Sign:
	Date: 

	Chair:
	Print:      
	Sign:
	Date: 
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