7/13/2004, revised from December 21, 2000

Help Me Get Paid, Please.

The Yellow Brick Road To Work Study Payment:

 Steps For Work-Study Students to Follow for UIA/TN Clark Project

If you are highly independent in style, just discard this document and see if you can figure everything out. Some do, but many have not. We all make simple mistakes; I make lots, and I forget details, so need written memos like this. It is good to show this memo to me when we are signing things to remind us of specifics. 

Hence this guide. Please help us update or sharpen it if it misses something, or things change.

Terry Clark

1. Check with your financial advisor that you are eligible for Work Study. The allocations are normally set each year in the fall, and at the beginning of the summer. Probably whenever you reapply for financial aid. There are two parts. The student must be eligible based on need as determined by the financial aid application. But second there are also limited funds, and if you wait too long after the beginning of the quarter, other students may be allocated all the funds you were once eligible for. So don’t wait.

2. Get the Federal Work Study Employment Form UPP 170 at the top. Was previously a Blue Form (The Univ of Chicago, Federal Work Study Employment Form which has five boxes of detail and lists your dollar allocation and expiration date. Make a note of this and remember Work Study will disallow any time claimed after that date. The form is one page. Get it from the Web I believe or Work Study office, from Sylvia Cain (or Debra), 773-702-6457; fax 834-0995, 956 E. 58th St  Room 202, or Ingleside 202.

3. You the student can fill out most of the  #2 Work Study Employment Form. Here is what needs to be added. 

Assignment Info: 

ADDRESS AND PHONE: UIA, 2801 King Dr, #1918, Chicago, IL  60616    312-842-5169

JOB TITLE:  Research Assistant

PAYROLL ADMINISTRATOR: Terry Clark

IMMEDIATE SUPERVISOR: Terry Clark

 Confer with TNC on dates, pay rate, and hours to be filled in

Leave other boxes blank

Sign your name on 2ed line; have TNC sign at TOP . Give TNC a copy. Return a copy to Sylvia Cain at the Work Study Office (address or fax above). (These specifics change periodically, this approximately correct.)

4. Complete form for UIA Independent Contractor and have TNC sign. Both you and TNC keep a copy. 

5. Keep a daily log of your time worked in an Excel spreadsheet.  There is no form; just type in the same format as others. After two weeks, send an email to TNC with your hours, Time In and Out (start and end) for each day worked with brief summary of activities; follow the MS Excel format that is illustrated by K. Siewierski (attached) or another student that TNC shows you. This needs to be sent every 2 weeks, normally by the 2ed and 4th week of each month.  If it is late, Wkstudy does not necessarily authorize payment.  Include the detail as well as the time and dollar total for each 2 week period.

6. TNC will meet you in person. He will use your email to prepare a check that matches the dollar total. 

7. At the meeting, or preferably in advance, transfer your Excel information for the 2 week period onto the U of C Student Operations Work Study  payment form, one blank is  attached. Save this as your master (if it is still current, i.e. with the date at the top for the current quarter). Make multiple copies of the blank  form (or a form that has been completed at the top for those items that don’t change –name, organization, etc). TNC and the Work Study office will have updates in the future. TNC can give or fax to you from his home office. It does not say payment form but at the top it reads:  Student’s Name…
Organization Name…And at the bottom it reads:   University of Chicago student: Please verify if you have received the net pay listed above. 

On form: the Organization Name is UIA, 2801 King Dr, #1918, Chicago, IL 60616
Phone: 312-842-5169
Fill in 5 lines of information in the box starting with Student Name, and leave the last 4 lines blank

Student and TNC both sign this  form when the check is handed over.

8. The student is then done; TNC then will fax the biweekly forms to Sylvia Cain for partial reimbursement to UIA. 

It’s easy as pie the second time.


9. If we do see one another in person for a while, it is ok to fax forms back and forth, as signatures are required on several. Especially the biweekly payment/reimbursement form. Just fax to Terry Clark at 312-842-0185 (or you can scan and email as an attachment to Terry Clark). I can mail check to you or you can pick up from my home office or campus office if it is urgent. 

Attached:  UIA Independent Contractor form, Konrad S form, biweekly reimbursement form.
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