
STAMP New Hire Paperwork Presentation
WELCOME!



New Hire Packet Forms

● New Employee 
Information Form

● Employment Eligibility 
Verification (USCIS Form 
I-9)

● State of Maryland Payroll 
Direct Deposit 
Authorization

● Employee Withholding 
Allowance Certificate (MD 
& Federal W-4s)

● Statement of Expectations 
for Confidential 
Information

● Code of Conduct and 
University Policy 
Acknowledgement Form



New Employee 
Information Form

● This entire page should be 
filled out by the applicant.

● The UID# should be nine 
digits long.

● The bottom of the page 
should be signed and dated 
by the applicant, no scribbles!



Employment Eligibility 
Verification (USCIS 
Form I-9)

● This page cannot have any 
scribbles or white out.

● Incompletion of this page 
means the applicant cannot 
work.

● Page 2 of I9: The applicant 
should not have filled out this 
page, as it is to be filled out 
by the employer.



I9 Identification
● Applicants can either present 

one document from List A, or 
one document from BOTH 
List B and List C.

● Applicants cannot turn in two 
documents from List B or two 
documents from List C. There 
must be one from each list.

● Applicants must bring 
originals, they cannot be 
expired!

● After seeing the originals, we 
will make a copy for your file.



State of Maryland 
Payroll Direct Deposit 
Authorization

● Fill out entire page correctly 
with no scribbles or errors, or 
else you will not receive their 
direct deposits.

● A voided check is not 
required.

● The direct deposit will take a 
few cycles, in the meantime 
they can pick up their checks 
from 3100 suite. I will email 
you if you have a check in 
office.

● We need the original form 
with original signature to send 
to the state of Maryland  for 
processing



Employee Withholding 
Allowance Certificate 
(Form  W4- federal)

● This form is a tax related form.
● New hire packet automatically has 

these forms as “EXEMPT” from 
taxes, but you can fill out a blank 
form if you choose.

● This form is expected to be 
completely filled out by the 
applicant with no scribbles, white 
out, or errors.

● We need the original form with 
original signature to send to the 
state of Maryland  for processing



Employee Withholding 
Allowance Certificate 
(MW507 Form)

● This form is a tax related form.
● Most students fill out a Maryland 

form, unless they are from D.C. or 
West Virginia.

● New hire packet automatically has 
these forms as “EXEMPT” from 
taxes, but you can fill out a blank 
form if you choose.

● This form is expected to be 
completely filled out by the 
applicant with no scribbles, white 
out, or errors.

● We need the original form with 
original signature to send to the 
state of Maryland  for processing



Other New Hire Forms (sign and date)

● Statement of Expectations for 
Confidential Information 

● Code of Conduct and University Policy 
Acknowledgement Form



Fiscal Year Pay Period 
Information Sheet

● Applicant keeps copy of this 
page.

● Make sure you’re looking at 
the Hourly/Overtime column

● All University of Maryland 
hourly employees are paid 3 
weeks after a pay period 
ends. For paycheck issue 
dates, please reference the 
Fiscal Pay Period Information 
on the “When Do I Get Paid” 
page on the Stamp website. 
https://stampunion.umd.edu/g
etpaid/ 



Payroll Tips for Stamp Student 
Employees 

● Questions regarding hiring paperwork, 
time clock issues, and issues with 
receiving payment should all be directed 
to Marinel (marinel@umd.edu)

● You can view your biweekly earnings 
statement on the web at 
www.timesheets.umd.edu
View/Print Bi-Weekly Earnings 
Statement under “Employees” heading)

● W-2 Wage and Tax Forms are available 
from the State of Maryland’s online 
website:
https://interactive.marylandtaxes.gov/Ex
tranet/cpb/POSC/User/Start.aspx

● The University of Maryland requires all 
employees to participate in payroll direct 
deposit.

https://interactive.marylandtaxes.gov/Extranet/cpb/POSC/User/Start.aspx
https://interactive.marylandtaxes.gov/Extranet/cpb/POSC/User/Start.aspx


Payroll Tips for Stamp Student 
Employees 
Changes due to COVID19

● Please wear a mask at all times within 
the STAMP

● You may email Marinel 
(marinel@umd.edu) your new hire 
packet (pdf encrypted file prefered) 
BUT we need the direct deposit, I9, 
IDs, and both W4 forms in person!

● When picking up a check in our office 
please bring a photo ID

Other Information:
● Federal Work Study Students: We 

need (1) FWS authorization form from 
your student account and (2) 
screenshot of your financial aid award

● International Students: Email me your 
international status, UID, first and last 
name so I can request for Glacier 
forms be sent to you by UHR.

mailto:marinel@umd.edu

