


August 11, 2008

Memorandum

To:
Work Study Supervisors
CC:
Kirk Tolliver, Payroll and Gerry Curd, Financial Aid

From:
Shawna Squibb
Date:
8/11/2008
Re:
Urgent matter before Fall begins
IMPORTANT!!!!!!!!!
Hello!
Attached please find a PA form for students who have an active appointment in your org unit using Federal Work Study funds as of 8/5/08.
Please determine if these students will be continuing employment in your area for 08/09.  You will then either:

A. Complete a Work Study Checklist for that student and return to me in the Bursar’s Office 

B. Sign the PA form so that we can end the employment or end the additional appointment with your department and return to me in the Bursar’s Office

I really need these returned to me prior to the beginning of the term.  Sorry for the late notice.  Please let me know if you have questions or if you have other students you believed to be considered Work Study.

If  you  have students working for  you currently being charged 100% to your department and you are looking to make the change once classes begin to a Work Study Employee, you will want to send me a Work Study Checklist for that student prior to the beginning of the term.
Also, please know that there is a new page on our website that will hopefully answer all those Work Study questions for you in the future.  You will find the Work Study Checklist here as well.  Please visit www.ipfw.edu/workstudy/ ….let us know if you would like to see additional info out there regarding processes, etc.

Thanks!

Shawna
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