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Instructions on how to Complete a Payroll Information Form (PIF)

Instructions for the Employee
· Print or type your personal information in the top box.  Do not use pencil and be sure to use your W-2 mailing address.
· Sign and date at the bottom of the form where it is marked “Employee”.
· Give this form to your supervisor to complete the 2nd and 3rd sections.  
· The payroll information form must be complete and signed/dated by the supervisor and brought to Cal Poly Corporation (CPC) Human Resources, located in the CPC Business Office, Building 15.   If this is your first job with Cal Poly Corporation, you will also be required to bring your completed Student/Intermittent Application and Form I-9.   Typical documents required for your Form I-9 are an original unexpired driver’s license and an original Social Security card OR an unexpired passport.  A W-4 is only required if you wish to claim anything other than S-0.

· If you are working on a Sponsored Project or for Conference Services an additional signature is required.  The Sponsored Programs office is located in Building 38, Room 103.  Conference Services is located in Building 116, Room 211.  
Instructions for the Supervisor
· The student completes his/her personal information in the top box and signs and dates the payroll information form.  All other information is completed by the supervisor (Action, Position Title, Org Key, Account Code, Workers’ Comp Code, Effective Date & Pay Rate).  Verify that the employee has completed his/her section & signed/dated the payroll information form.
· Sign at the bottom of the form next to “Authorized By” and date.  Please remember to print your name next to the signature and include a telephone number so Human Resources can contact you with any questions. 
· You or your student/intermittent employee must submit the paperwork to Human Resources, with all other required paperwork (Student/Intermittent Application and Form I-9) within the payroll deadlines.  A W-4 is only required if the student wishes to claim anything other than S-0.
Note, all employment paperwork must be completed on the first day of work and submitted to CPC Human Resources within four days in order to meet payroll deadlines.  If you have any questions, please call Human Resources at 756-1121.
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