PERSONNEL RECORD CARD

To be used for Temporary and Workstudy employees who will complete I-Time
Use Personnel Action Forms for all other employees

INSTRUCTIONS:

1. Please fill out form online, save, and email completed form as an attachment to the Department Head. The Department Head will then
type their name in the signature line and forward on to salary@Icsc.edu

2. A payroll timesheet will not be in I-Time prior to filling out the Personnel Record Card.

3. Each employee MUST: Fill out a W-4 Form and 1-9 Form (Employment Eligibility) within three days of hire.

4. A Personnel Record Card must be filled out for each employee when work is started, whenever a change in rate of pay is requested, and
when an employee terminates.
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