SUMMER HIRE PAYROLL INFORMATION FORM
SUMMER HIRE EMPLOYEE INFORMATION
Last Name:       
First Name:       
MI:     
Social Security Number:       
Telephone Number:       
Mailing Address (Example: Unit 12345 Box 123, APO AE 09999)
       
(Must be an APO, AE or US stateside address.)
SPONSOR INFORMATION
Sponsor Last Name:      
First Name:       
E-mail address:       
Telephone Number: (DSN is preferred)       
______________________________________________________________________
SUMMER HIRE EMPLOYEE FEDERAL AND STATE TAX INFORMATION
Single   
 State Tax (2 digit abbreviation):  
Married 
Number of Exemptions   0          Other  EXEMPT   2    1  
(Tax status will default to Single with 0 exemptions. To determine appropriate number of exemptions please go to http://www.irs.gov)
______________________________________________________________________
DIRECT DEPOSIT/BANKING INFORMATION

BANK/Credit Union Name: ______________________________________________
Routing/ABA Number:        -          
       (Can be found on the lower left side of check or deposit slip. 9-digits)
Account Number:        
       (Up to 17 digits)

Account Type:  Savings   (Select Only One)    Checking 
(Note: Summer Hire's name must be listed on this account to avoid problems.  If deposit is to parent’s account, contact bank/CU to assure bank/CU will accept deposits from summer hire.)
______________________________________________________________________
EMPLOYEE SIGNATURE:






DATE: 
______________________________________________________________________
CPAC/Management/Timekeeper Information
CPAC POC Name and Telephone Number:___________________________________
Supervisor/Admin Support Name/DSN:____________________________________
Timekeeper Name/DSN:__________________________________________________
This document contains Personal Data covered by the Privacy Act of 1974.
PAYROLL EXPLANATION FORM
EMPLOYEE INFORMATION (summer hire only):
· Full name and SSN of applicant only.

· Providing the SSN of your sponsor or parent will delay your pay. All application employee information is referencing to the summer hire.

· The employee’s best contact number needed.

· Just in case we need to contact you we need your best number!

· Full mailing address including zip codes

· Leaving out your full address or providing a partial address will delay any tax forms or employer contact via mail.

====================================================================
SPONSOR INFORMATION (Sponsor of summer hire) 
· Please provide .mil email of the sponsor. (Example: john.smith@us.army.mil) Providing a .mil address is secure and more reliable method to send if needed critical and personal information via email! 
· DSN is preferred! If there is a DSN available please provide. 
====================================================================
 SUMMER HIRE EMPLOYEE FEDERAL AND STATE TAX INFORMATION 

· All tax information is in reference to the summer only. If any questions or concerns please contact your payroll office directly!
! THE BIG PAY DAY!

====================================================================
BANK AND CREDIT UNION INFORMATION

· FULL BANK NAME
Providing partial or incorrect names can delay pay!

· FULL Routing/account number/account type
If in doubt contact your financial institution immediately before turning in your document! Whether it’s checking or savings does make a difference!
· Please ensure that you’re on the account your providing, if not please contact your bank/CU to find out if your pay will be accepted!
For more information contact payroll office

DSN 370-9793, DSN 370-9575

Comm.0622157 9793/9575
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