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 Special Pay Employee Appointment Form Instructions 

Employer Instructions
Note: The Special Pay Form must be printed then completed. It cannot be filled out online.
1.  Give new SDSU Research Foundation employee the “Attention New SDSU Research Foundation Employees” Notice (below) which instructs them to sign-in with the SDSU Research Foundation Human Resources Department and what documents to bring. On the first day of work, send the new or rehired employee to SDSURF Human Resources to complete paperwork. Note: Failure to do this will result in a delay in processing payment.
2.  Have employee read and sign the “Conditions of Employment” page that is attached to the Special Pay Employee Appointment Form. 
3.  Employee and Project Director/Supervisor must complete the form and send the completed Special Pay Employee Appointment Form, with the signed “Conditions of Employment” page attached, to the appropriate SR Administrator. The SR Administrator will review, approve and then forward the completed form to the SDSU Research Foundation Human Resources Department. 
4.  Payment for the Special Pay Employee Appointment Form will be processed on the next possible payroll based on the received date, the date the work is completed, and the Human Resources/Payroll Deadline schedule and providing all necessary New Hire Sign-In paperwork is completed.
Employee Instructions - new & rehired employees are required to complete the following:
ATTENTION: New SDSU Research Foundation Employees! 
The Immigration Reform and Control Act of 1986 requires all employees to provide proof of identity & employment eligibility.  All new & rehired employees are required to visit SDSU Research Foundation (SDSURF) Human Resources Office to complete the required authorization forms on the day they begin work. Note: You must complete hiring forms even if you are an employee of SDSU.
SDSU Research Foundation Human Resources Office

Gateway Center Building 

5250 Campanile Drive, 4th Floor 

Monday – Friday, 8:00 AM – 4:00 PM 
Complete “New Hire” paperwork. NOTE: Please allot 20 minutes. Non US Citizens may require additional time. Please Bring the Proper Documents: 

1.  For verification of W-4 information, bring in your Social Security card. 

2.  For I-9 verification, you must bring proof of identity and employment eligibility (refer to “Acceptable I-9 Verification Documentation” section below).
3.  Non US Citizens: please contact SDSU Research Foundation’s Human Resources Office at (619) 594-4139 prior to reporting to Human Resources for additional requirements. 
Acceptable I-9 Verification Documentation 

One document from List A OR one document from List B AND one document from List C 
List A 

One Document from List A is Acceptable I–9 Verification Documentation:
· U.S. Passport (unexpired only) 

· Permanent Resident Card or Alien Registration Receipt Card (Form I-551) 

· An unexpired foreign passport with a temporary I-551 stamp 

· An unexpired Employment Authorization Document that contains a photograph (Form I-766, I-688, I-688A, I-688B) 

· An unexpired foreign passport with an unexpired Arrival-Departure Record, Form I-94, bearing the same name as the passport and containing an endorsement of the alien's nonimmigrant status, if that status authorizes the alien to work for the employer 

List B 

One Document from List B AND One Document from List C is Acceptable I–9 Verification Documentation:
· Driver's license or ID card issued by a state or outlying possession of the United States provided it contains a photograph or information such as name, date of birth, gender, height, eye color and address. Or an ID card issued by federal, state, or local government agencies or entities, provided it contains information such as name, date of birth, gender, height, eye color and address. 

· School ID card with a photograph 

· Voter's registration card 

· U.S. Military card or draft record 

· Military dependent's ID card 

· U.S. Coast Guard Merchant Mariner Card 

· Native American tribal document 

· Driver's license issued by a Canadian government authority 

For persons under age 18 who are unable to present a document listed above: 

· School record or report card 

· Clinic, doctor or hospital record 

· Day-care or nursery school record 

List C 

One Document from List B AND One Document from List C is Acceptable I–9 Verification Documentation:
· U.S. Social Security card issued by the Social Security Administration (other than a card stating that it is not valid for employment) 

· Certification of Birth Abroad issued by the Department of State (Form FS-545 or Form DS-1350) 

· Original or certified copy of a birth certificate issued by a state, county, municipal authority or outlying possession of the United States bearing an official seal 

· Native American Tribal Document 

· U.S. Citizen ID Card (Form I-197) 

· ID Card for use of Resident Citizen in the United States (Form I-179) 

· Unexpired employment authorization document issued by DHS (other than those listed under List A) 
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