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MCCCD
Request for Personnel Services
Date of


Request:  5/1/2009 FORMTEXT 

2/21/2008
  Made by:      
College/Division:  FORMDROPDOWN 
  
DeptID:      




Request for: 

 FORMCHECKBOX 
 Overtime Hours
Overtime Rate:  
$
     




 FORMCHECKBOX 
 Extended Hours
Regular / Straight Rate: 
$
     




 FORMCHECKBOX 
 Temporary Help
Enter Rate Requested:  
$
     




 FORMCHECKBOX 
 Substitute Help
Enter Rate Requested: 
$
     




 FORMCHECKBOX 
 Student Help
Enter Rate Requested: 
$
     




 FORMCHECKBOX 
 Shift Differential
Enter Rate Requested: 
$
     




 FORMCHECKBOX 
 Other – specify below
Enter Rate Requested:  
$
     

Describe the type of services needed and the reason for this request:

     


     


     


PRINT or TYPE:
ASSIGNMENT DATES              Hours
Last Name, First Name

Begin

End
   per Week

Account Distribution


     


Empl ID or SSN      


     
 
     


     

     
 FORMCHECKBOX 
  N/A or Intent Meets "20/20"? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

     



Empl ID or SSN      


     

     


     

     
 FORMCHECKBOX 
  N/A or Intent Meets "20/20"? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

     




Empl ID or SSN      


     

     


     

     
 FORMCHECKBOX 
  N/A or Intent Meets "20/20"?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

     




Empl ID or SSN      


     

     


     

     
  FORMCHECKBOX 
 N/A or Intent Meets "20/20"?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 
     




Empl ID or SSN      


     

     


     

     
  FORMCHECKBOX 
 N/A or Intent Meets "20/20"?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

     




Empl ID or SSN      


     

     


     

     
  FORMCHECKBOX 
 N/A or Intent Meets "20/20"?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Department Head
Dean or Division Head
Business Manager

MARICOPA COMMUNITY COLLEGE DISTRICT

INSTRUCTIONS FOR PREPARATIONS OF REQUEST FOR PERSONNEL SERVICES FORM

The request for Personnel Services (RPS) form is the authorizing document by which the Payroll Department can process time tickets for payment of services performed by employees. The payroll department is to receive the RPS prior to the personnel being hired or the services being performed. Proper preparation of this form will help ensure accurate and timely payments.

TIME CARDS MUST BE SUBMITTED FOR THE PAYMENT TO BE MADE.

MADE BY: The person named here should be the same person that will sign as authorization on the employee’s time card. Only regular (Governing Board approved) employees are eligible to sign as authorization on payroll documents.

REQUEST FOR: Check the type of service being requested and enter the appropriate hourly rate of pay. In the space provided below this section provide a further description of the services requested and the reason it is needed.


TYPE OF SERVICE
TYPES OF FURTHER DESCRIPTIONS NEEDED



Overtime Hours:
State reason the overtime is needed.


Extended Hours:
State employee’s regular schedule (i.e. “half-time, 9 month employee needed for additional 10 hours per week”)


Temporary Help:
Describe specific duties to be performed and the comparable grade level.


Substitute Help:

Describe the duties to be performed.


Student Help:

State employee’s work schedule.


Shift Differential:
State position title and/or describe the duties being requested (i.e. “Clerk Typist, pending board approval”)


Other:




Print or type the employee’s name ( and their Employee I.D. (or social security number (ss#)
 if Empl ID is not assigned) in the spaces provided along with the dates, hours per week and account distribution that applies to this assignment. New employees who have not been entered into the payroll system will not have an Employee I.D. yet since payroll has not received their new hire packet.

(Do not use nicknames on any payroll documents.

This next section refers to ASRS mandated contributions for employees. For all Board approved regular employees & ASRS retirees, check “N/A.” For temp employees, if the assignment is projected to last for 20 weeks with 20 hours or more per week within the FY, check “Yes” behind the Intent Meets 20/20. If the assignment will not meet the 20/20 timeframe, please check “No.”

Signatures: The RPS must be approved by a minimum of two employees, one of which will be the Business Manager or their designee.

Routing: The originator retains a copy and sends the remaining copies through the College Dean or Division Head to the Business Manager. The Business Manager will forward copies to the Payroll Department for final approval. The Payroll Department will return the approved copies to the appropriate departments.
Wage & Salary Copy
Payroll Copy


Fiscal Agent Copy


Originator Copy

