Student Association Payroll Procedures
As of January 1, 2014, the Student Association will move from processing payroll checks in house to having them
processed by an outside vendor via OAS. This has many benefits including the ability to have Direct Deposit and the
ability to have taxes taken out regularly (yes that is a benefit if you end up owing taxes).
Organizations are still expected to monitor their personnel lines to make sure that they stay within budget.
All students who wish to be paid by the SA need to complete the following paperwork prior to your first check being
issued and must turn in a timesheet to get your pay. THIS INCLUDES STUDENTS WHO GET STIPENDS. Sample timesheets
that you may use are linked below.

FORMS NEEDED TO GET ON THE PAYROLL:
Form W-4 - This is for federal tax withholding. Students who qualify (READ THE FORM) may claim exempt status and,
therefore, not have federal taxes taken out. You still must complete the form. This is a two page form and you can fill it
in before printing.
FORM IT2104 or IT2104E - These are for New York state tax withholding. You only need to complete one or the other.
The IT2104E is for students claiming exemption from having New York State Taxes Withheld. These are seven and two
pages respectively but you only need to turn in the first page so think before printing. You can fill it out before printing.
FORM I-9 - This is required to verify that you are a US Citizen or otherwise have permission to work in the United States.
This is to be completed by your supervisor in their presence as they have to see the correct documentation. If you have a
US passport or US passport card, that is the easiest way to complete this form. If not, you will need to have one OFFICIAL
photo ID AND one document certifying eligibility to work in the US (Social Security card is best). See page 9 for all
acceptable documents. This is a nine page form but only pages seven and eight need to be printed out. You can fill it out
before printing.
OAS Direct Deposit Form - this form allows you to designate up to three accounts for your funds to be deposited into. If
you only have one, you only need to complete one section. You need to attach a voided check with the form to begin
the process. This is optional. You may still continue to get a paper check if you wish.
TIMESHEETS - you may use these or continue to use those provided by your organization but you must submit
something (new for stipends)
Hourly Time Sheet
Stipend Time Sheet

WHEN ARE TIME SHEETS DUE AND WHEN WILL I GET PAID?
Timesheets are due and paychecks will be issued according to the schedule set by the college's payroll office. Failure to
turn your timesheet in on time will cause the processing to be delayed so please meet the deadline.

