Employee Payroll Information/Change Sheet

	Today’s Date: 
	
	CDS Site: 
	     

	Effective Date:

	


	 FORMCHECKBOX 
 New Hire   FORMCHECKBOX 
 Re-Hire   FORMCHECKBOX 
 Termination
   

	
	
	

	Date of Change: 

	
 FORMTEXT 

     
                                           Name   FORMCHECKBOX 
 Hours  FORMCHECKBOX 
 Position  FORMCHECKBOX 
 Site 
 ________________________              FORMCHECKBOX 
 Other (describe) _______________________



Employee Information (If a change, complete relevant fields only)
	Employee Name:
	     
	If name change or rehire, provide Previous Name:
	     

	Address (City, State, Zip)
	     

	Date of Birth
	     
	Sex: M  FORMCHECKBOX 

F FORMCHECKBOX 

	Social Security #:
	     

	Home Phone: 
	(207)     
	Email Address:
	     

	Position Title
	     
	Supervisor:
	     


Position Classification 

Pay and Hours – determined by the job position, not the employee

	Pay scale:

	 FORMCHECKBOX 
 Support
 FORMCHECKBOX 
 Professional

	Step:


	     


	
	
	
	

	 FORMCHECKBOX 
 Non-exempt (Hourly)
	Hourly Wage Rate
$     
	
	
	Hours/Week


	 FORMCHECKBOX 
 Exempt (Salaried)
	Annual Wage Rate
$     
	
	Bi-weekly Wage Rate $     
	Hours/Week
     

	
	
	
	
	

	 FORMCHECKBOX 
 Non-exempt (Hourly)
	Hourly Wage Rate
$     
	
	
	Hour/Week

     

	 FORMCHECKBOX 
 Exempt (Salaried)
	Annual Wage Rate
$     
	Pay Periods per Year

 FORMCHECKBOX 
21 or

 FORMCHECKBOX 
26


	Bi-weekly Wage Rate $     
	Hour/Week

     


	Method of Allocation 
by Funding Source
	 FORMCHECKBOX 
 State
	     
%
	%
	
	

	
	 FORMCHECKBOX 
 MaineCare/Therapies Reimbursement
	     
	%

	
	 FORMCHECKBOX 
 Fed 619 – Fed/B
	     
%
	%
	 FORMCHECKBOX 
 Part C – Fed/C
	     

	%

	
	 FORMCHECKBOX 
 Other
	     
%
	%
	     
	
	


Benefited

	 FORMCHECKBOX 

	100% - 40 hours per week
	 FORMCHECKBOX 

	0% - < 20 hours per week

	 FORMCHECKBOX 

	75% - 25 < 40 hours per week
	 FORMCHECKBOX 

	Non-benefited (temp/sub)

	 FORMCHECKBOX 

	50% - 20 < 25 hours per week
	
	

	Employee Signature:
	
	
	
	/
	
	/
	

	Director Signature:
	
	
	
	/
	
	/
	


Academic 


Year





Calendar Year








Revised 12/17/2010


