The University of Chicago
Student Operations

Work Study Administration
6054 S. Drexel Ave.
Chicago, IL 60637

(773) 702-7041       (773)834-1451 Fax
Dear Off-Campus Work Study Employer:

Enclosed please find the Work Study time sheets for the student(s) you hired through the University of Chicago Federal Work Study program. As you know, you pay the student directly and we reimburse you for 75% of the student’s salary.   If the student is performing as a Reading Tutor (pre-k through eighth grade), and or as mathematics tutors (kindergarten through ninth grade) we will reimburse you for 100% of the student’s salary.
To receive reimbursement, record the hours worked on one of the enclosed time sheets and submit them to the Work Study Office. The time sheets should be submitted according to your normal payroll schedule.
In order to facilitate your reimbursement, follow these steps when you complete the time sheets. 

1. Write legibly.  If you change a figure, erase it or white it out.
2. Double check your arithmetic. Over half the time sheets processed have errors in addition or multiplication.  If we find an error in your calculations, regulations require us to return the time sheet to you for correction.
3. Take 75% of the student’s gross compensation, not net pay, when you compute the amount of your reimbursement.  For Reading and Mathematical Tutor positions, record 100% of the student’s gross compensation.
4. Obtain all the necessary signatures on the time sheet.
5. Make sure your address is clearly written on each timesheet. This address is where your reimbursement check will be sent to.
I appreciate your cooperation and thank you for giving University of Chicago students the opportunity to work with your organization.  Do not hesitate to call should you have any questions regarding time sheets or any other student employment matter. 

Sincerely Yours,

Renee Lucido

The University of Chicago

Student Operations

Work Study Administration

6054 S. Drexel Ave 
Chicago, IL 60637

(773)702-7041     (773)834-1451 Fax
STUDENT’S NAME:______________________________________________________
ORGANIZATION:_________________________________________________________

ADDRESS:____________________________ PHONE NUMBER:_____________________

_____________________________________
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	Total Hours:
	
	Total Hours:
	


	 STUDENT NAME:
	
	GROSS COMPENSATION:

	U OF C ID#:
	
	

	
	
	FEDERAL WORK STUDY SHARE-75%

COMMUNITY SERVICE



	HOURLY RATE:
	
	

	HOURS WORKED:
	
	

	GROSS COMPENSATION:
	
	

	SOCIAL SECURITY TAX:
	
	

	
	
	FEDERAL WORK STUDY SHARE-100%

MATH & READING TUTOR



	FEDERAL WITHHOLDING TAX:
	
	

	STATE WITHHOLDING TAX:
	
	

	NET PAY:
	
	


University of Chicago Student: Please verify below if you have received the net pay listed above. I, the undersigned, verify that I received payment of $ ________________ for this period of employment. 
____________________________          _______________________________           _______________________           Student Signature


            Social Security Number


                  Date

Federal Work Study Employer: I hereby certify that the above hours, gross compensation, deductions and net pay are accurately listed.___________________________               ____________________________ _____________________                                             


Certifier’s Signature


Name Printed or Typed

Date
