Garrett-Evangelical Theological Seminary

dear Department Supervisor:

The following forms needed for participation in the Federal work-study program:

1. Federal work-study contract
 Please sign and date the contract and return them to the financial aid office. A copy will be returned to you for your records.

2. Weekly time cards
Time cards are completed weekly and turned into the financial aid office no later than the Monday following the week worked.  Work-study students are paid every other Thursday.  Time cards are available from the financial aid office.

3. Student Agreement – Terms of Employment
Student signs the agreement and it is returned with the contracts to the financial aid office.

4. On-Campus Federal Work-Study Agreement
Supervisor completes the information on the agreement and returns it with the contracts to the financial aid office.

Also enclosed is a copy of the Guidelines for Student On-Campus Employment.

FWS – FALL PAYDATES

The fall semester schedule is as follows:

	Pay Period
	Time Cards Due

-By Noon in Business Office-
	Checks will be ready by 

1:30 pm

	September 9, 2010 – September 23, 2010


	Friday, September 24
	Thursday, September 30

	September 24, 2010 - October 9, 2010


	Monday, October 105
	Friday, October 15

	October 10, 2010 – October 24, 2010


	Monday, October 25
	Friday, October 29



	October 25, 2010 – November 8, 2010
	Tuesday, November 9
	Monday, November 15*

	November 9, 2010 -  November 23, 2010

November 24, 2010– December 8, 2010 

December 9, 2010 – December 16, 2010                                       

End of work-study for the fall.
	Wednesday, November 24 

Tuesday, December 9

Friday, December 17


	Tuesday, November 30 

Wednesday, December 15

Wednesday, December 22


*This pay period is just prior to the Thanksgiving break. Checks not picked up at the Business Office will be placed in the student’s campus mailbox.

**Checks will be mailed to the student if a stamped, self-addressed envelope is given to Kathryn Brott in the Business Office. Otherwise, checks will be placed in the student’s campus mailbox.

If you have any questions or need additional information, please let me know.  
Sincerely,
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Margaret Hallen, Director of Financial Aid
Margaret Hallen
STUDENT AND DEPARTMENT-Paydates
8/3/2010



