INSTRUCTIONS FOR PREPARING PD-7 FORMS FOR GRADUATE ASSISTANTSHIPS
PD-7’s are used for New Hires, Split Fundings and Early Job Terminations
1. UNCG ID No.:  Enter the student’s UNCG ID number.

2. Name:  Enter the student’s name (Last, First Middle or MI) as it appears on the student’s social security card.
3. Payroll Address:  Enter the student’s street address, city, state and zip code.

4. Building:  Select from drop-down list.  Room #  Dept. Office Room Number
Campus Phone:  Dept. Office Telephone Number
5. Employee Information:  
· Student:  Make sure this box is checked.
· Teaching Position:  If the student will be classified as a Teaching Assistant, check this box also.  If the student will be classified as either a Research Assistant or Graduate Assistant, leave this box unchecked.

· AAO Forms Complete:  Leave this box unchecked.

· Citizenship:  Select from drop down box.  VisaType & Expiration Date:  Fill in visa type &       Expiration date if student is not a citizen







· Credentials Verified:  Leave this box unchecked.
· Employee E-class:  Select GF – Graduate Flat Pay from drop down box
· Select Part Time Status

· Home Org and Check Dist. Org:  Enter your department org. number
· Dept. of Academic Rank:  Select dept. from drop down box
· First Work Date:  Enter the 1st day student is to report to work

· Last Work Date:  Enter the last day that the student is to report to work
· Check the Box – This is a Graduate Assistant

6.  I-9 Checks:
· Check the box for:  student has worked at UNCG within the last 12 months if applicable

7. Background Checks: skip this section
8.  Comments:  To appoint/reappoint as rank for AY 11/12. Student will receive A&S out-of-state waiver # XX and A&S in-state waiver # XX for AY 11/12. He/She will work XX    hours per week, and Dr. Joe Faculty will be his/her supervisor. This is his/her X year in the Name of Program.
9. Comments for early termination:  

Cancel EPAF or PD-7 #.  Student never worked and not due any payment.  OR

Terminate EPAF or PD-7 #. Student worked X days and due payment for X days.
· The comments section should be typed exactly as it reads above.  However, the words in bold indicate areas that will require individual information about each assistantship.  
· You must state whether this is an appointment or a reappointment.
· You must also type the appropriate rank, such as TA, GA, or RA.  

· In addition, you must fill in the Out-of-State Waiver # and/or In-State Waiver # that were assigned on the Waiver Allocation Form that was emailed to you by Lesa Secco.  Once assignments are made email the updated form to Lesa Secco. 
· If a student is not receiving a tuition waiver, then the second sentence regarding tuition waiver numbers can be omitted, but all of the other information must still be included in the Comments field.

· You must also fill in the number of hours per week the student will work, the student’s supervisor, the number of years that the student has been enrolled in the graduate program, and the type of graduate program in which the student has been enrolled (MA, MS, MFA, MPA, Ph.D)
10. Early Job Termination:  Use Job/Employee Termination section.
11. New Job Action:
· A majority, if not all, of your department’s graduate assistants will be working 20 hours per week. 

· If a student is working 20 hours per week, fill in .50 in the total FTE box. 
· If a student is working something other than 20 hours per week, you will need to figure out what percentage of 40 hours he/she is working and enter that number in the total FTE box.
	Posn # 590XXX
	Suffix 00
	FTE .50
	
	

	Index
	Fund
	Orgn.
	Account          Program
	Percent

	110XXX

	110XXX
	122XX
	101030              101
	100.00



· In place of the xxx in the Posn, Index, Fund, and Orgn. #’s use the last three digits of your departmental position, operating account and organization numbers for state funded new hires.
· If the stipend is being paid by a grant or trust use your department’s pooled position (G999XX) in the Posn # space and the corresponding Index, Fund and Org. #s.  

· If the stipend is being paid from A & S (101) money and other sources, enter the Posn # 590XXX for the 101 money, enter corresponding Index, Fund and Org. #s.  Then write out the Pooled Posn # beside the Index # for the other funding source.  
· Salary Increase:  Leave blank.

12.  Appointment Action:
· Check the New Appointment Box or leave blank if you are using this form to reappoint a student with split funding
· Effective Date = The first day of the first month the employee is to be paid.
              Example:  GA begins work on August 22, 2011 – the effective date will be 09/01/2011
· Personnel Date = first day the employee is to report to work

· Factors and Pays = The effective date will be the first month paid.

Example: Student’s effective date is 9/1/2011 and work dates are: 8/22/2011 through 5/02/2012 then the factors and pays would be 8 since the last paid date would be 4/30/2012
· Timesheet Org. = the 122XX department org. number

· Title = Enter the title of the position that the student is to be doing:  Graduate Assistant, Research Assistant or Teaching Assistant

· Do not complete EPA nonfaculty or Replacement boxes
13.  Assignment Type :
· Not applicable for Graduate Assistantships

14. Job/Employee Termination:
· Last Paid Date = Enter the last day of the last month the employee is to be paid.  (4/30/XXXX is the last day for Academic Year pay for Graduate Assistantships)

· Select Terminate Employee
· Termination Reason:  select applicable reason from drop down box

· Rank at time of Separation:  GA, RA or TA

· Job Change Reason:  select applicable reason from drop down box

15. Select Submit and Print
16. Send signed PD-7 to Lesa Secco, 105 Foust 
Per the Graduate School, the effective dates of appointment for the 2010-2011 academic year are:
· Fall beginning:        August 15, 2011 or August 22, 2011 (first day of class)
· Fall ending:              December 13, 2011
· Spring beginning:    January 4, 2012 or January 9, 2012 (first day of class)
· Spring ending:         May 2, 2012
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