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Items of Interest:

FICA Status for Fall 2008: Enrollment will be checked against Fall 2008 enrollment for determining FICA status for
student employees beginning with the pay period 8/10-8/23/08. The student enrollment and FICA taxation rules are located
on our website at: http://www.payroll.ku.edu/employer_payroll info/student employment.aspx

Fall Work Study (FWS): Please refer to the August 2008 memo from the Office of Student Financial Aid (OFSA)
regarding Fall FWS information effective 8/10/08 and including important dates. Please contact Nick Prewett (864-4695) if
you have questions regarding a student’s eligibility for FWS. The full memo is located on our website at:
http://www.payroll.ku.edu/documents/FWS_Fall 2008.pdf

For Non-US Citizen New Hires - Please have them complete their documents with Shelly Lawhorn in the Payroll
Office. Please refer to our “International Employees — Non US Citizen Employment” section on our payroll website for
more information:

http://www.payroll.ku.edu/international employees/Non U%?20S citizen employment.aspx

I-9 Form Completion:

The employee must sign the I-9 no later than the day the employee starts work. A department staff must sign it
no later than three days after employment begins. Signature dates do not have to match, but departmental staff
members must be aware that their signatures are an indication they have reviewed the original documents as required
by the 1-9. The I-9 signature of a departmental staff member is an attestation under penalty of perjury that the
appropriate documents have been examined and appears to be genuine. Departmental staff members should not
sign an I-9 if they have not reviewed the original documents as required by law, and new employees should not be
allowed to work without the appropriate documentation of work eligibility

Reminders:

Employee Supporting Documents: Payroll Services has recently begun to receive supporting documents that
do not contain department signatures (e.g. oath, I-9, substance abuse, student consent to release for I-9). We suspect
employees might be receiving the documents from their department OR downloading from KU websites but are
returning them directly to Payroll Services. Employees may either come to Payroll Services to complete their
documents or if the department is supplying the documents, they must also sign as the "witness".



Employees and Direct Deposit-Tips to Share with your Employees:

Even with our current participation rate of 90% we still have employees — students and others — who are not
participating in direct deposit.

Because of State law we cannot require any employees to have direct deposit of their pay unfortunately.

What you can do is highly encourage and point out the advantages - Here are some things you should share with your
employees:

®* Money is generally available first thing on pay date and in some cases depending on bank posted during the night
before actual pay date

¢ Their money is in their account when they would otherwise not be able to pick up a physical check - holidays,
vacations, etc.

e There is no risk of stolen, lost or forged check(s) - It's SAFE

e [f acheck is stolen, lost or forged the delay to receive a replacement could be as long as a week or more depending
on our pay schedules with the state of Kansas.

e No check cashing fees for employees without a bank account

e (Can set up an account using their KU ID at Commerce Bank for free!!!!

From the Privacy Corner: "Did I dispose of the confidential or sensitive information in a secure shredding
bin?"'

Privacy and Security go hand in hand. As you move through your workday, you will find countless opportunities to
secure private or confidential data. This includes names and student grades, employee leave forms, social security
numbers on travel requests, etc. Please take a minute to stop and consider how you process this confidential data? Do
you have a clean desk policy? Is it locked in a cabinet with limited access? Is the information saved only in
PeopleSoft or SAKU and not in an excel spreadsheet? Did I dispose of the confidential or sensitive information in a
secure shredding bin?

If you have questions or concerns about your daily privacy and security practices, please contact the KU Privacy Office
at 4-9528 or email to privacy@ku.edu. For additional information see www.privacy.ku.edu.

Temporary Social Security Numbers and Federal Tax Withholding
International employees who have been assigned a temporary social security number and have been added to the
payroll system are required to be taxed at 30% withholding for federal tax.

Once the employee receives their permanent social security card OR obtains another receipt from the Social Security
Administration Office signed by a Social Security Administration Office representative with their permanent social
security number on it, this should be delivered personally to the Payroll office.

With the receipt of this information, the employee's tax withholding will be reduced to the rate specified by the
employee on their Federal W-4 form or in accordance to the federal regulations.



