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 Employee Request Form 

Employee (Legal) Name: Employee Email: 

Perm # Student Status (circle one):  

      Grad                   UG 

Academic Department: 

B) Proposed Position Information

Project Name Job Code (Circle One) 

Student Assistant 1 

GSR w/tuition and fee remission 

Proposed % Time (where 40 hours 

per week is 100%) 

Reports To (Manager Name) Manager’s Academic Department 

You may be able to take advantage of a 40% salary subsidy offered by federal Work Study. Is this student eligible 

for Work Study?  

      Yes  No 

C) Proposed Job Information

Proposed Effective Date Proposed End Date Proposed Pay Rate 

Description of Duties (Attach additional pages, if needed. Please be detailed.) Include the following: 

-Duties the employee will perform and how often

-Name of project student is assigned to

-Grad students only: Are the duties being performed towards the student’s degree objectives?

AUTHORIZATION: SECTION ONE 

*PI/Manager Signature  _________________________________________ Date_______________

Note:  The Candidate may not begin working for payment until an Employment Letter offering the 
position and terms is offered by CSI, signed by the Employee, Manager and returned to CSI.  No 
hours will be paid that are worked prior to the official start date as outlined in the Employment 
letter.  They will be volunteer hours. Budgetary validation is required prior to entry into UCPath.

Please complete page one only and return to CSI.
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SECTION TWO: CSI PAYROLL CONFIRMATION (Admin Use Only) 

A) Employee Information

Employee Status (circle one) 

Active                   Inactive       Separated    No Prior Affiliation 

  (must perform full hire) 

Employee ID # 

Concurrent Academic Job? Will the employee work in another department on campus in an Academic title (e.g. 

GSR, TA, reader, tutor) at the same time they are employed in this job?                           Yes                               No 

If yes, 1) change FLSA status in UC Path Position Data 2) change Pay Group in UC Path Job Data 3) Submit a ticket 

to ETS for steps to take in Kronos. 

B) Position Information

Will the student use Work Study? 

      Yes       No 

(Obtain Referral Form And Award Letter) 

 If yes, are they already using WS in another dept? 

        Yes          No 

(Student must sign Employer Change Request) 

Position Status 

        New Position  Existing Position 

Position # 

Salary Plan (Click magnifying glass; Options will appear 

based on Job Code) 

Salary Grade (Click magnifying glass; Options will 

appear based on Job Code) 

Funding Entry 1 

Effective Date End Date Project Code LAFS 

Rate/Per Hour % to Code MAX hours on code 

Funding Entry 2 

Effective Date End Date Project Code LAFS 

Rate/Per Hour % to Code Max hours on code 

C) Job Information

Job Effective Date Job End Date Pay Group (circle one) 

       BW          MO Pos   MO Ex 

Short Work Break 1 (begin – end) Short Work Break 2 (begin – end) 

AUTHORIZATION: SECTION TWO 

Business Officer _________________________________________________   Date_______________ 
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