BLOOMSBURG UNIVERSITY REQUEST FOR SUMMER CAMP PAYMENT
NOTE: A SEPARATE COPY OF THIS FORM MUST BE FILLED OUT FOR EACH CAMP WEEK/SESSION THAT IS WORKED.  ALL SIGNATURES MUST BE ORIGINAL EACH TIME!
Camp:	____________________________________________________________
Cost Center: ______________________________		Payment Amount: _____________________	
Name:	______________________________
Address: ____________________________________________________________
               ____________________________________________________________	
Last 4 digits of SSN (for verification purposes only): ______________________________
Employment Date:	From _________________________	To _________________________	
Classification (Check One)	Instructor _______   Administrator _______	   Other _______
Description of Services: _________________________________________________________
 ____________________________________________________________________________
Employee Signature: __________________________________ Date: _______________________	
Camp Director Signature: ________________________________ Date: _______________	
Director of Summer Camps Signature: ________________________________ Date: ______________
1.  Is this employee a current BU student-worker (current = working on campus this Summer or worked on campus during the Spring semester)?	     YES         NO
	If YES, STOP here/only this form is needed*.  If NO, proceed to the next question.
* If Direct Deposit and/or Address information has changed, a new Direct Deposit and/or Wage Tax Questionnaire must be filled out.
2. Did this employee work a previous camp THIS SUMMER?     YES     NO
	If YES, STOP here/only this form is needed.  If NO, proceed to the next question.
3.  Did this employee work a summer camp at BU within the past year?	  YES         NO
If YES, STOP here/only this form is needed. However if the employee’s address has changed, an updated W-4, Wage Tax Questionnaire, and I-9 (INCLUDING COPIES OF LICENSE AND SOCIAL SECURITY CARD, PLUS REQUIRED SIGNATURES) are needed. *
 * If Direct Deposit information has changed, a new Direct Deposit must also be filled out.
	If NO, proceed to the checklist on the other side and provide all documents listed.
(OVER)

CHECKLIST
All forms must be completed and supporting documents attached.  FORMS MUST BE IN THE FOLLOWING ORDER FOR SUBMISSION TO THE PAYROLL OFFICE!  USE ONLY ONE STAPLE FOR ENTIRE PACKET!  Only keep copies of the last page of the packet.

	I-9 form with copies of original supporting documents (see below), and all required original signatures
· List B: Use driver’s license if possible
· List C: Use Social Security Card
	Copy of ORIGINAL Social Security Card (worker cannot be paid without this)
	Earned Income (Wage Tax Questionnaire)…aka Change of Address Form
	W4
	Direct Deposit form (highly encouraged)
	EEO Self-Identification Survey (DOUBLE SIDED)
	Local Services Tax (LST) Exemption Form (DOUBLE SIDED)
	Employee Emergency Contact Information (Original goes to Payroll, keep a copy for your records)
NOTES
· To check if a student is a current BU student worker, check the SAP Active Students list (Excel file)… S:\BU Documents\Payroll.  If the student is on the list, just the packet front sheet is needed.  The list is usually updated end April/early May.  If student is not on list but claiming to be a current worker, contact Ranjana Sawhney.
· DO NOT pre-date any camp paperwork (especially the federal forms – I-9, which must be filled out on the first day of work, and W-4).  This means, if camp starts on July 16th and ends on July 19th, the employee should not date anything prior to 7/16.  The camp director should date the I-9 as 7/16.  The camp director should NOT sign/date the Request for Summer Camp Payment prior to 7/19 (you cannot verify what days the employee worked and their “salary” until after the camp is over.)
· On the I-9, you are signing off to verify that you have SEEN THE ORIGINAL DOCUMENTS (most often the Social Security Card and Driver’s License).  Faxed/Mailed/E-Mailed copies of these documents are NOT ACCEPTABLE.  It is in your best interest to comply with this federal regulation.
· Social Security Cards are only valid if they are signed by the employee.  Please check to make sure it is signed BEFORE you make a copy of the card.  If it is not signed, have the employee sign it before copying.
· Incomplete packets WILL be returned to the camp director for all necessary corrections.  This can delay employee payment by 2 weeks.  Please refer to the current year’s Payroll Submission Schedule.
· For the Self Identification Survey, the name, address, signature, and date are REQUIRED.  Other questions are voluntary and do not need to be filled out if the employee is not comfortable answering them.
· Payroll Deadlines: As previously noted, payment request sheets CANNOT be turned in before the last day of camp.  The Director of Summer Camps needs at least 1 day to check packets for completeness.  Payroll needs at least 2 days to process camp paperwork.  More lead time may be needed for larger camps or during periods of multiple camps ending in the same week.  
· Therefore, for camps that have ended, payroll sheets should be turned in to the Director of Summer Camps no later than first thing Wednesday morning the week before payroll is entered (i.e. 2 days before our bi-weekly pay dates).  Late paperwork may delay employee payments by 2 full weeks.
· It is HIGHLY PREFERRED that camp directors turn in employee payment packets immediately following the end of each camp.  
· If a camp spans two pay periods, please note that the employee will not be paid until checks come out for the second pay period.
