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__________________________________________________________________________________________
All new international graduate student employees appointed to the University must complete the attached pre-employment paperwork within two weeks of receipt in order to be placed on the University’s payroll system by their start date. 
Return all properly completed forms to the Office of Research and Graduate Studies, First Floor Quinn Administration Building. The graduate student can change his/her forms as often as he/she needs by visiting www.umb.edu/hr/forms_instructions. 
· 1. Personal Data Questionnaire (PDQ)
        Complete, sign and date the bottom of the form. 
· 2. Windstar Tax Navigator Form
Complete, sign and date the bottom of the form.  You must also contact Quan.Tran@umb.edu, Office of Human Resources, to arrange for an appointment to complete the necessary follow up documentation.
· 3. University of Massachusetts Boston, Self-Identification Form

Completion of any part of this form is strictly voluntary, but will enable the University to accurately report the diversity of its faculty and staff and to monitor the effectiveness of its affirmative action programs. 
· 4. Direct Deposit

Your payroll check will be deposited directly into your identified account (checking, savings, etc.), and you have the availability to have your check deposited into a combination of up to four accounts. On the bottom of your personal check, to the left side, you will locate a nine-digit Bank ID number (transit routing number) alongside these series of numbers will be your account number, WRITE CLEARLY and place these EXACT numbers on the direct deposit form. If the appointee wishes to have his/her check deposited into a savings account, he/she should contact the bank to get the Bank ID number (transit routing number) and account number. 

· 5. GEO Dues Deduction Form

All graduate student employees are required to either become a member of the Union or pay an agency service fee as a condition of employment with the university. 

I have received, completed, and understand the forms and information listed above.  I also understand that my name will not be added to the University’s payroll until all of the appropriate paperwork is properly completed and submitted to the Office of Research and Graduate Studies.





       
        Signature





             Date



All new international graduate student employees appointed to the University must complete the attached I-9 Form in order to be placed on the University’s payroll system by their start date. 
Return all properly completed forms to the Office of Research and Graduate Studies, First Floor Quinn Administration Building.  Please contact this Office with any questions or for further information regarding this form.   

· New graduate student employees must complete Section 1 of Form I-9 (found on page 7 of the form). 
· If you need to obtain a Social Security Number (SSN), please contact The International Student and Scholar Office (ISSO) at isss@umb.edu or call 617-287-5586, for assistance with this process.

· In order to be eligible for a SSN, international students must be registered in the Student & Exchange Visitor Information System (SEVIS). When you arrive in the US, please come to the ISSO and an immigration advisor will register you in SEVIS. After the date of the SEVIS registration, you must wait 10 business days to submit a SSN application at the Social Security Administration Office. Pre-employment paperwork will not be submitted until this process is completed. For further information regarding this process, please visit the ISSO web site at https://www.umb.edu/academics/global/isss
· New graduate student employees must complete Section 2 of the Form I-9 (found on page 8 of the form) at the New Graduate Student Orientation.  You must bring Section 2 of the Form I-9, as well as present proper unexpired documentation, as described on the List of Acceptable Documents (found on page 9 of the form).  
· You must also contact Quan.Tran@umb.edu, Office of Human Resources, to arrange for an appointment to complete the Windstar International Tax Navigator form.
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