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Short-Term/Casual/Seasonal Employment Authorization Form
(Print on green paper)
Date of Request:
___________________________________ 
M#:
____________________________________________ 
Employee Name:
________________________________________________________ 
Minor:

 Age 14-15 
(CA-6 form)
                                              Last Name                                           First Name                          Middle Initial                                                          (pink)

 Age 16-17 
(CA-7 form)
Department and Home Org:
________________________________________________ 
(yellow) 
Contact Person:
____________________________ 
Phone:
_________________ 
Email
: 
_________________________ 
Time Entry Method:  
___________________ 
____________________
Approver Name:
(Time Sheet Approver and Approver Name are only for Web Time Entry) 
Summary of Duties (required):
_____________________________________________________________________ 
__
______________________________________________________________________________________________ 
 31-40
 On Call   
 0-10   
Start Date:
 Date: 
HUMAN RESOURCES USE ONLY: 
Position/Suffix:
_______________________________________ 
Position Class:
_____________________________ 
Employee Class/Acct Code:
_________
/
_________ 
Home Org:
 _
________________ 
JERC:
__________________ 
SOC Code: 
_
__ 
___ - 
___ 
___ 
___ 
___
   Title: 
__________________________________________________________
Human Resources Approval:
Date:
____________________________ 
michtechlogo.JPG
..\MichiganTech_Horizontal_OneColor_Black.png
Former Mich Tech Employee
Additional Job
Change Check Dept:
Current Mich Tech Employee
Change Pay Rate
Extend End Date:
(Provide end date)
Other:
____________________________________________________  
Supervisor: 
 Date: 
__________________________ 
APPROVALS (Two signatures required): 
Suggested Title: 
(Note: ‘General Laborer’ or ‘Admin/Prof Temp’ is not acceptable)
________________________________________
Estimated hours per week (check one): 
 21-30   
 11-20   





End Date:
____________ 
Index:
_________________ 
Hourly Rate:
_____________ 
______________ 
_
Work location?
If other, where will the work take place?
Sponsored Programs Accounting:
__________________________________ 
Date:
_________________________ 
(Executive, Dean, Director, Chair) 
Senior Administrator:
____________________________________________  
Date:
____________________________________________  
(Only if additional job in another department or other department is responsible for payment) 
Second Supervisor: 
_____________________________________________  
__________________________ 
This form is to be used for hiring (and making changes to) non-faculty Short Term/Casual/Seasonal Employees only. Departments are authorized to hire temporary personnel to meet/maintain personnel requirements for short term periods not to exceed on year in length. Requests for employment periods that exceed on year (or extensions that will exceed on year) must include justification and be approved by a Senior Administrator. Completed and approved Temporary Employment Authorization Forms are due in Human Resources by noon on Friday of payroll weeks.
4/28/2015
New Hire
Student to temporary employee
(See back page for documents needed)
Time Sheet Approver POSN#:
______________ 
        Time Sheet Org #
__________________________________ 
Paperwork needed when hiring a Short-term Seasonal Temporary Employee
New employee  (Never employed with Michigan Tech as a staff or student worker)
1. Short-term/Casual/Seasonal Temporary Authorization Form (printed on green paper)          http://www.mtu.edu/hr/supervisors-admins/hiring/docs/temp-auth.pdf   
2. Temporary Application    http://www.mtu.edu/hr/job-postings/pdf/temp-app.pdf
3. I-9 completed and verified with copies of original documents   http://www.uscis.gov/files/form/i-9.pdf       
4. Federal W-4    http://www.irs.gov/pub/irs-pdf/fw4.pdf
5. Michigan W-4   http://www.michigan.gov/documents/taxes/MI-W4_370050_7.pdf
6. Beneficiary Designation form   http://www.mtu.edu/hr/current/docs/beneficiary.pdf
7. Emergency Notification form   http://www.mtu.edu/hr/current/docs/emergency-notification.pdf
8. Direct Deposit form   http://www.mtu.edu/hr/current/docs/direct-deposit.pdf
9. Patent, Research, and Proprietary Rights Agreement   http://www.mtu.edu/hr/current/docs/patents.pdf
10. New employee information expectations   http://www.mtu.edu/hr/current/docs/info-expectations.pdf
Rehiring a former employee 
1. Short-term/Casual/Seasonal Temporary Authorization Form (printed on green paper)      http://www.mtu.edu/hr/supervisors-admins/hiring/docs/temp-auth.pdf   
2. Temporary Application    http://www.mtu.edu/hr/job-postings/pdf/temp-app.pdf
3. Verify SZASTEM (Banner screen) 
        - If active student = Y ( Submit student jobs through an EPAF)
        - If active student = N (continue with with this form)
     I-9 information
        - If box is checked for reverification, follow instructions
        - If box is checked for NEW I-9, please submit I-9 with this form
        - If box is checked for No Action, no I-9 is needed
4. Other documents may be needed if there was a break of employment
Former Student hired as a temporary employee
1. Short-term/Casual/Seasonal Temporary Authorization Form (printed on green paper)          http://www.mtu.edu/hr/supervisors-admins/hiring/docs/temp-auth.pdf   
2. Temporary Application    http://www.mtu.edu/hr/job-postings/pdf/temp-app.pdf
3. I-9 completed and verified with copies of original documents   http://www.uscis.gov/files/form/i-9.pdf       
4. Federal W-4    http://www.irs.gov/pub/irs-pdf/fw4.pdf
5. Michigan W-4   http://www.michigan.gov/documents/taxes/MI-W4_370050_7.pdf
6. Beneficiary Designation form   http://www.mtu.edu/hr/current/docs/beneficiary.pdf
7. Emergency Notification form   http://www.mtu.edu/hr/current/docs/emergency-notification.pdf
8. Direct Deposit form   http://www.mtu.edu/hr/current/docs/direct-deposit.pdf
9. Patent, Research, and Proprietary Rights Agreement   http://www.mtu.edu/hr/current/docs/patents.pdf
10. New employee information expectations   http://www.mtu.edu/hr/current/docs/info-expectations.pdf
NOTICE:  
All short-term casual seasonal temporary employees are subject to a background check.  The background check must be completed before the employee can start working.  Typical background check time frame is 1 week.  
If the employee is being rehired less than nine (9) months from the break of employment and has had an initial background check completed, a background check is not needed.
 Contact Human Resources if you have any questions (906)487-2280
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