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NOTE:

Attach this form (by stapling, unless faxing) to the top of the appropriate form:
· Cessation of Staff Employment form
· Applicable appointment form (Hourly Paid Appointment form, Support Staff Appointment Initiation form, Short-Term/Part-Time Academic form, Letter of Offer, Fee for Service/Honorarium form, Guest Lecturer/Speaker form, Scholarships, Fellowships, Bursaries, and Awards form)
· The Corrections & Additions Timesheet, when reporting corrections to hours worked in past pay periods, or reporting hours worked in past pay periods, or reporting hours for the current pay period
If accompanying the Corrections & Additions Timesheet only or not accompanying any form at all, submit this form to Payroll (403 Administration Building, or by fax at 474-7507).  
If accompanying the following, submit this form to Human Resources (309 Administration Building, or by fax at 474-7505):

· Cessation of Staff Employment form, or

· An appointment form, or

· The Corrections & Additions Timesheet together with another form
Allow time for processing.  Processing time will vary depending on the type of transaction.
Questions?  For more information, please call Payroll at 474-6632.  

	1. Personal Information

	SURNAME:
	     
	U of M Employee No:
	     

	First Name:
	     
	
	

	Middle Name:
	     
	

	

	2. Position Information 

	Position Number :
	     
	
	Faculty or Unit:
	     

	Position Group No.
	     
	Department:
	     

	Position Group Name:
	     
	Section (if applic.):
	     

	

	3. Reason for Requisition

	 FORMCHECKBOX 

	Employee’s appointment was not set up on time

	
	If employee is any type of staff member other than UMFA, UMDCSA, Senior Administrative, or Administrative staff, you must also submit the Corrections & Additions Timesheet in order to report the employee’s hours of work (including absences and vacation time) for all time periods between the start date of the appointment and the week in which you are submitting this form.  

	 FORMCHECKBOX 

	Employee’s hours have not been reported correctly 

	
	You must also submit the Corrections & Additions Timesheet in order to report or correct the employee’s missing or incorrect hours.  

	 FORMCHECKBOX 

	Employee’s hours have not been reported on time

	
	You must also submit the Corrections & Additions Timesheet in order to report or correct the employee’s missing or incorrect hours.  

	 FORMCHECKBOX 

	Employee is terminating, leaving the country, and requires a rush cheque and an ROE.

	
	If employee is any type of staff member other than UMFA, UMDCSA, Senior Administrative, or Administrative staff, you must also submit the Corrections & Additions Timesheet in order to report the employee’s hours of work (including absences and vacation time) for the week in which the employee is terminating.  

	 FORMCHECKBOX 

	Other:
	     

	
	Account to be charged $50.00 for rush payment (when circumstances warrant):
	     

	
	Extenuating circumstances:
	     

	

	4. Processing Instructions

	 FORMCHECKBOX 

	Hold cheque for pickup or courier

	Person to call when cheque is ready:
Name:
	     
	Phone:
	     

	 FORMCHECKBOX 

	Mail to home address 

	 FORMCHECKBOX 

	Mail to following address:

	Number and Street:
	     
	Apt:
	     

	City and Province:
	     
	Postal Code:
	     

	Country:
	     
	
	

	

	5. Signatures

	Signing Authority on Account:
	
	Date (yyyy/mth/dd):
	

	Department (if required):
	
	Date (yyyy/mth/dd):
	

	Faculty (if required):
	
	Date (yyyy/mth/dd):
	

	This form prepared by:
	Name:
	     
	Phone:
	     
	Date:
	     

	Additional comments:
	     

	Attachments:
	

	 FORMCHECKBOX 
 Corrections & Additions Timesheet
	 FORMCHECKBOX 
 Guest Lecturer/Speaker form
	 FORMCHECKBOX 
 Scholarships, Fellowships, Bursaries, and Awards
	 FORMCHECKBOX 
 Short-Term/Part-Time Academic form

	 FORMCHECKBOX 
 Cessation of Staff Employment form 
	 FORMCHECKBOX 
 Hourly Paid Appointment form
	 FORMCHECKBOX 
 Support Staff Appointment Initiation form
	 FORMCHECKBOX 
 Letter of Offer

	 FORMCHECKBOX 
 Fee for Services/Honorarium form
	 FORMCHECKBOX 
 Other (specify):
	


	
	FOR CENTRAL ADMINISTRATION USE ONLY 
	
	
	
	
	

	
	Cheque #:
	     
	
	

	
	Payment amount:
	     
	
	

	
	Pay revision reqd?
	     
	
	

	
	 FORMCHECKBOX 
 T4 issued
	

	
	Info Processed:
	
	Date:
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