
 
 

April 30, 2016 
 
Dear Resident: 
 
Welcome to the University of Louisville!  We feel your stay here in Louisville will be a 
memorable and rewarding experience.  The goal of the Payroll Services Department is 
to provide you meaningful support and services. 
 
Before your training begins on July 1st, the university needs some payroll information to 
ensure your stipend is paid in a timely manner.  We want to help you with this process 
and eliminate much of the confusion at orientation on June 30th. 
 
Enclosed you will find several forms which must be completed.  These forms are: 
 

 Personnel Action Notice—Please check New Hire on the form, unless you are 
currently on the university’s payroll.  Please enter your name, address, etc., 
where requested.  Answer all the questions you can at this time.  If you do not 
have a new address yet, then leave this space blank.  You can fill it in at 
orientation.  Be sure to sign and date the form at the bottom where indicated. 

 

 University of Louisville Human Resources System-Emergency Contact 
Address/Phone—Please enter your name, social security number, etc., on this 
form.  This will be the name of the person you want to be contacted in the event 
of an emergency. 

 

 Employment Eligibility Verification (Form I-9)—THIS IS A MANDATORY 
WEB SITE APPLICATION FOR EVERYONE HIRED AFTER MAY 21, 2009.  
YOU MUST VISIT THE I-9 EXPRESS WEB SITE ON OR BEFORE YOUR 
EMPLOYMENT DATE OF JUNE 30, 2015.  Please follow the enclosed 
instructions.  The employer code for the University of Louisville is 11443.  Please 
perform all of the steps indicated in the enclosed material.  Bring original 
documents shown in list A, or lists B & C, on the enclosed list of acceptable 
documents.  If a passport is presented, it must contain the unexpired visa and the 
I-94 arrival/departure record.  If the appropriate documents are not presented 
at the time of orientation, you cannot work, the university payroll process 
cannot be completed, and your first paycheck will be delayed. 
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All residents MUST have a valid social security number.  If you do not have a 
SSN or a social security card, please contact your nearest social security office 
to apply for an original number or a duplicate card.  Form SS-5, Application for a 
Social Security Card, is enclosed with this material.  If you must apply for a social 
security card, please ask for a receipt of your new number to have in case there 
is a delay in receiving your card.  Bring your social security card or receipt for a 
duplicate card to the new resident orientation enrollment session on June 30th. 

 

 Federal Employee’s Withholding Allowance Certificate, IRS Form W-4—
Enter your name, address, and social security number.  Please also indicate 
single or married filing status and the number of withholding allowances you are 
claiming.  Be sure to sign and date the form.  Please review the enclosed Sample 
Income Tax Calculation for the various tax rates. 

 

 State Withholding Allowance Certificates—Complete only one certificate. 
 

Revenue Form K-4  (Kentucky residents) 
Form WH-4  (Indiana residents) 
Form 42A809  (Illinois, Michigan, Ohio, West Virginia, or Wisconsin 
residents) 

 
Bring these forms with you to orientation if you are unsure of which form to use. 

 

 U of L Request for Direct Deposit/Plastic Pay Check Form—University policy 
requires anyone starting on or after January 1, 2001 to have their net pay 
electronically transmitted to an employee-selected checking or savings account.  
You will have 3 days from your start date to select a bank and complete this 
form.  If depositing into a checking account, the payroll office will need a copy of 
a voided check attached to this form to insure accuracy of the deposit.  If 
depositing into a savings account, the payroll office will need bank confirmation 
of your account number and bank routing number. 

 

 Foreign National Information Form—Please complete both sides of this form 
only if you are in the United States on a visa.  There will be a separate session 
at the house staff orientation devoted specifically to this form. 

 

 Form SS-5, Application for Social Security Card—Complete this form only if a 
social security number/replacement card is needed.  Mail or take this form to 
your nearest social security administration office.  Do not mail this form to us.  
Be sure to ask for a receipt from the social security office so you will have that 
information until you receive your actual social security card. 
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Please bring this packet to the house staff orientation on June 30th.  This will expedite 
your payroll processing. 
 
Should you have specific questions on completing any of these forms, please call our 
payroll office at (502)852-2978.  We will obtain an answer for you as soon as possible.  
Again, congratulations and welcome to the University of Louisville.  We look forward to 
working with you during your residency. 
 
Sincerely, 
 
 
 
Mary Alexander-Conte, CMA, CFM, MBA 
Director, Disbursement Services 
 

 

 

 

 

 


















































