Luther College Offer Worksheet

Temporary Employees 

& high school students working during school year
(not to be used for summer student employment)

_____Temporary (bi-weekly pay period)       _____Temporary (monthly – Administrative)

1.  Name and address of employee:

____________________________________







____________________________________







____________________________________

     Personal Phone:



____________________________________

2. Position Title/Department  _______________________________________________

3.   Supervisor will be _____________________________________________________


4.  Period expected to be on campus _____________   ___________    ___________





               Beg. Date
       End Date            # Months

5.  Hourly/monthly wage    $ ________  How hours will employee work per week?__

 6.  Account # __________________________________

      Account Name _______________________________

Supervisor ____________________________________________________       date 



President/Vice-President __________________________________________    date___________
By signing below, employee verifies the information above and agrees to provide the Office of Human Resources with the paperwork required to process payroll information.  This includes 1) Employment Eligibility Verification I-9 form & 2) Federal & State W4s.  

____________________________________________________  Date_______________

            Signature of Employee

RETURN THIS COMPLETED FORM TO THE OFFICE OF HUMAN RESOURCES PRIOR TO EMPLOYEE START DATE

For Office Use Only

Background check
_____________

I-9 completed  
_____________
___________________________________

W-4s completed 
_____________
 Approved by Director of Human Resources

Colleague ID  

_____________

Position ID
            _____________

