
	Department:
	

	Requested By:
	

	Date:   
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	Description 

	Project Title:  

Employee Name:
Description & Tasks:

Expected Outcomes:


	 

	Account(s) #:

Cost Center(s) #:
	
	Rate Per Hour:   


	Hours per Day:    M__________ Tu_________ W__________ Th__________ F___________
Total per Week: _____________ x Number of Weeks: ______________ = TOTAL COST: $ _________ + (.2437 FICA/MPSERS)

 = $___________.

Start Date: _____________

End Date:   _____________  

No Benefits are provided beyond those required by law.

	

	                                                                                           TO BE COMPLETED BY PAYROLL

	Datatel Position ID:
	 Employee ID:
	 Amount to be Encumbered:
  

	Recommended By (ELT):                                                                                                   Date:

	Provost:
	Date:
	VP Admin. Services:
	Date:
	VP-HR:                           
	Date: 

	I acknowledge that I cannot accept assignments at the College that will have regular hours in excess of 7.5 per day or 37.5 per week. (Clerical only)

 Employee: ____________________________________________________________________________ Date: _______________________________
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