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Name
Email — sent via email

Dear Name, Student ID ID Number:

| am pleased to offer you a student employment position of Position (UMN Job Student Technology
Services Code #) in the Department of the College of Design, University of Minnesota. This is a student
employment position. General policy and procedure information about student employment

appointments can be found online at: https://policy.umn.edu/hr/studentemployment.

[If applicable, add this section] The University recognizes that your preferred name is [Click here and
type preferred name] , however for the purpose of taxes and other legal documents outlined at
https://z.umn.edu/LegalName we are required to include your legal name, [Click here and type legal
name] , in this document.

The terms of this offer are outlined below:

e This is a student appointment for the Spring 2022 Academic Year Term. This appointment is
continuing subject to satisfactory performance of your duties, and availability of work and
departmental funding. You are responsible for maintaining eligibility for student employment
and any other requirements for the position, as set forth in the position description for the
position.

e The mutually agreed upon start date is Start Date with an anticipated end date of End Date.

e Your hourly pay rate is SPay Rate. You will be paid bi-weekly (every other Wednesday).

® |n this position, you are required to submit electronic timesheets via the My Time portal at:
myu.umn.edu. Training for My Time reporting is available online at:
http://z.umn.edu/reportingtime.

e If you have work-study for the 2023-2024 academic year, please complete the Work-Study
Release form and return it to Sierra Eastman, CDes Payroll Specialist, at eastm129@umn.edu

® As astudent employee, you are exempt from paying FICA (Social Security, Medicare, etc.) during
periods of enrollment. If you continue in your position during the winter break and over the
summer, and are not enrolled in classes, FICA charges will be deducted from your bi-weekly
paycheck.

e |[fyou are an F-1 student:

o On-campus employment is limited to a total of 20 hours per week while school is in
session and up to full-time during semester breaks and the summer vacation period.

o If you're holding employment in more than one department at the University please
inform me as your supervisor of the other position(s).


https://policy.umn.edu/hr/studentemployment
https://z.umn.edu/LegalName
http://z.umn.edu/reportingtime

o Students are in violation of their F-1 status if they work more than 20 hours a week
while school is in session.

Federal law requires that all employees be authorized to work in the United States. This
employment offer is contingent upon verification that you meet this requirement. In addition, if
you are here on a non-immigrant visa, you must be authorized specifically to work at the
University of Minnesota. Regardless of your citizenship status, you must: 1) complete and submit
Section 1 of the I-9 Form found at http://www.newi9.com on or before your first day of work for
pay, 2) provide the required -9 documentation described on the I-9 form to establish your
identity and authorization to work on or before your first day of work for pay, and 3) receive
confirmation from the University that your documentation satisfies the federal law
requirements. Your employment, including any rights and privileges afforded under the
University's codes, policies, and agreements applicable to your position, does not begin until
all of these steps have been completed. If you report to your first day of work without the
required 1-9 documentation, you will not be allowed to start work or remain in the workplace
until you present the required documents. To complete Step 1, please see the attached
instructions. To complete Steps 2 and 3, please work with me to make an appointment with
Sierra Eastman, Payroll Manager, on or before your start date. Sierra may be reached at
eatm129@umn.edu. Your I-9 Is compliant verified. No further action is needed.
(Include when required by the Administrative Policy Background Checks and Verifications:) This
offer is contingent on the successful completion of a background check. You will receive an email
from the University’s background check vendor, HireRight, that will include the link to enter your
personal information and authorization for the check. Please enter your information as soon as
possible after receiving the link from HireRight Customer Support.

Sincerely,

Manager Name
Manager Position
College of Design

Enc:

CC:

General Policy and Procedure Information for Student Employment
Work-Study Release Form

Sierra Eastman, Payroll Specialist
CDes Personnel File

To accept this position, please sign and date this letter and return a copy to me and Austin Voigt, HR
Generalist, at voigt271@umn.edu as soon as possible.


http://www.newi9.com

| accept the position of Position and the terms and conditions of employment described in this letter.

Student Employee Signature Date

Student ID Number

IMPORTANT REMINDERS!

Please visit http://myu.umn.edu (Key Links/Employee Center) to complete the following self-service
actions:

e Set-up direct deposit

e Complete W4

e Edit personal information (address, phone, emergency contact)

e View your online pay statements

COLLEGE or DESIGN

ONLINE 1-9 FORM AND DOCUMENT VERIFICATION PROCESS

As stated in the letter offering you an appointment as an employee of the University of Minnesota,
federal law requires that all employees be authorized to work in the United States. The appointment
offer is contingent upon verification that you meet this requirement. In addition, if you are here on a
non-immigrant visa, you must be authorized specifically to work at the University of Minnesota.
Regardless of your citizenship status, you must: 1) complete and submit Section 1 of the I-9 Form found
at http://www.newi9.com on or before your first day of work for pay, 2) provide the required 1-9
documentation described on the I-9 form to establish your identity and authorization to work on or
before your first day of work for pay, and 3) receive confirmation from the University that your
documentation satisfies the federal law requirements. Your employment, including any rights and
privileges afforded under the University's codes, policies, and agreements applicable to your position,
does not begin until all of these steps have been completed. If you report to your first day of work
without the required I-9 documentation, you will not be allowed to start work or remain in the
workplace until you present the required documents.

When visiting the -9 website to complete Section 1, you will be asked to enter the following
information:

Employer Code: 13636
Start date: See Appointment Letter
Location: College of Design

This link https://www.uscis.gov/i-9-central/acceptable-documents/list-documents/form-i-9-acceptable
documents provide lists of documents that are acceptable to complete your Form 1-9. Foreign students



http://myu.umn.edu

in F-1 Nonimmigrant Status and J-1 Exchange Visitors must provide additional documents described
here: https://www.uscis.gov/i-9-central/acceptable-documents/additional-documentation
requirements. Please call if you need any assistance in completing the online I-9 form.

You may choose either one document from List A or one each from List B and List C, together with the
appropriate additional documents for F-1 and J-2 foreign visitors. Please note that for purposes of
proving your identity, the document you provide must include a picture of you.

After completing the online form, please schedule an appointment with me to complete the document
review. | may be reached at eastm129@umn.edu.

We look forward to having you part of the College of Design team!

Sincerely,

Sierra Eastman, Payroll Manager
College of Design

This document contains important information about your employment. Check the box at left to receive
this information in this language.

Spanish/Espariol Este documento contiene informacién importante sobre su empleo. Marque la casilla a la
izquierda para recibir esta informacién en este idioma.
Hmong/Hmoob Daim ntawv no muaj cov xov tseem ceeb hais txog thaum koj ua hauj lwm. Khij lub npauv ntawm

sab laug yog koj xav tau cov xov tseem ceeb no txhais ua lus Hmoob.

Vietnamese/Viét Tai ligu nay chira théng tin quan trong vé viéc lam cla quy vi. Danh diu vao 6 bén trii dé nhin

ngir théng tin nay bing Viét ngir.

Simp. Chinese/18] | A X B &5 BN % B

X

Russian/pycckni [annbiit AOKYMEHT COAGPIKMT BaMHYI0 HHGOPMALUMIO O Bawem TpyaoycTpoicTee. OtmeToTe

raNnoMKOH KBAAPAT CNEBA ANA NONYUEHHA ITOH MHGOPMAUMHK HA AAHHOM A3bIKE.

Somali/Soomaali Dukumentigan waxaa ku goran macluumaad muhiim ah 0o ku saabsan shaqadaada. Calaamadi

sanduugan haddii aad rabto inaad macluumaadkan ku hesho lugaddan.

Laotian/w139290 | conemmuii Beyuiandunjorunmmsmgmesguin,
nomﬁgﬁegﬁc}cﬁagé’amﬁaiue'qnmmm%.

Korean/#=0{ ol Aol Fiste| T8 Yellol HUE S TEII F7{laLich o] Aoi2 o] TER €7IB

PSpAIN 215 A xiof M2 stol FHIR.

Tagalog/Tagalog Ang dokumentong ito ay nagtataglay ng mahalagang impormasyon tungkol sa iyong

pagtatrabaho. Lagyan ng tsek ang kahon sa kaliwa upang matanggap ang impormasyong ito sa

wikang ito.

Oromo/Oromoo Waragaan kun waa’ee hojii keetii odeeffannoo barbaachisoo ta’an qabatee jira. Saandugaa
bitaatti argamu kana irratti mallattoo gochi yoo afaan kanaan barreeffama argachuu barbaadde.

Amharic/ATICY U N1E APMmMET N9200ANT AN&AZ 00L% R9H Y- £UTY A1 N0+74- Nhrd NA®- &7 ++C7°
MLATPT hANT NHE (0746 Nhea Mo AT @0 Paht 8KCT:

Karen/ m&% &Mb@i%ﬁq&‘r@ :;m"!?sm‘:awa:?um‘dm‘mé«gt.
FHPSofncragdbrnmuacsotmigioioioichoraiiomdzhn o,
Arabic/ &) 0 o J geanll el o ag sl AAe pus il Jga dage Tin gl o Sl 130 5 slay




