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EMPLOYEE PAYROLL INFORMATION 
INSTRUCTIONS - FORM MP-100 

The Employee Payroll Information Form MP-100 is to be used for the purpose of adding an employee to 
the payroll, advising of any change in the employee’s status or to separate an employee from the CWA 
payroll. 
 
The form is provided in multiple copies. One copy is to be furnished to the Personnel Department; it is not 
to be forwarded directly to the Accounting Department for processing. 
 
At the time the Employee Payroll Information Form is completed and forwarded to the Personnel 
Department for processing, it must be accompanied by the appropriate federal, state and applicable city and 
county tax withholding forms. If it is not possible to forward these forms at the time the Payroll 
Information Form is sent, they may be forwarded at a later date as a change, accompanied by a carbon copy 
of the Payroll Information Form. 
 
Taken item by item, following is the manner in which the Employee Payroll Information Form is to be 
completed. 
 
Effective 
 
In the appropriate blank space, insert the date the addition, separation or change is to become effective. 
 
The change data applies any time there is a change in the employee’s status or personal information, such 
as: change in the home address; change in the number of exemptions; change in job classification with an 
accompanying change in salary or salary progression. 
 
In the appropriate space, insert the employee’s name, Social Security number and the title of the job 
classification the employee is filling. 
Space has been provided to indicate whether the employee is staff, clerical and/or part-time. Account 
Number 
 
It is now necessary that you provide us with the appropriate account, project and expense code to which the 
employee’s salary is to be charged. If this account number should change at a later date, a carbon copy of 
the Employee Payroll Information Form can be forwarded to the Personnel Department indicating an 
effective change date and the new account to which the salary is to be charged. 
 
Employment Location 
 
This is the District, city and state location of the new employee. 
Salary Information 
 
The District must provide the starting salary for new employees in the space provided. 
It is imperative that any change in salary, i.e., progressions, change in classification, must be reported to the 
Personnel Department so that these changes may be made. The progression increases are not done 
automatically by the Personnel De partment. 
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Insert the date on which continuous full-time union service began. 
 
Pension Adiusted Date 
 
In the case of staff payroll additions, it may not be possible to provide this information at the time the 
employee is put on the payroll. If this is the case, this information can be furnished at a later date as a 
“Change.” Where clerical employees are concerned, the pension adjusted date is generally the date the 
employee is added to the payroll. 
 
Addresses  
 
One line has been allowed for the employee’s home address and a second line has been allowed to show 
any change of home address. Space has been allotted to show a check mailing address to which the staff 
employee wishes to have his or her check mailed. A second line has been allotted to show a change in this 
address. Check mailing address information does not apply to clerical employees as this address has 
already been established. 
 
The information calling for date of birth, male or female, marital status and race is self-explanatory. The 
data pertaining to race is required for our annual report to the Equal Employment Opportunity Commission. 
 
Number of Exemptions 
 
It is necessary that the employee indicate, in all instances, the number of exemptions he or she wishes to 
have declared for federal, state and, where applicable, city and county taxes. The appropriate withholding 
form must accompany the Employee Payroll Information Form when it is transmitted to the Personnel 
Department for processing. 
 
Local Affiliation 
 
If you have this information available, please furnish it. 
 
If the employee will become a member of an OPEIU Local, please indicate the Local number in this space 
 
In the cas e of a staff employee, if he or she is a member of a CWA Local(s), that number is to be inserted 
here, if the information is available. Further, if the staff employee is eligible to become a member of the 
Staff Union, an indication is to be made to that effect. Where staff employees are concerned, it is possible 
to have more than one Local affiliation shown. 
 
The next portion of this form is for separation purposes only. Indicate the reason for the separation as well 
as the last day the employee actually worked and the last day for which the employee is to be paid. Space 
has also been allotted to indicate any vacation pay or termination pay due. 
 
Remarks 
 
This section may be used for any purpose including that of indicating any changes for which there is 
insufficient space on the balance of the form. Each time the form is revised in any manner, it must be 
signed by the appropriate staff person and dated. 
If you are unable to provide all the information at the time the employee is added to the payroll, this data 
may be forwarded at a later time and would be indicated as a “change.” 
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If you run out of space on this form, a new Employee Payroll Information Form must be exe cuted. On this 
second form you may indicate it as “second sheet,” inserting the employee’s name and Social Security 
number and any changes that are to be made from the information originally submitted. It is not necessary 
to re-copy any data shown on the original Payroll Information Form. 
 
At the time the Employee Payroll Information Form is forwarded to the Personnel Department, please send 
a copy of the Application for Employment. This will assist us in verifying and ascertaining information 
required on certain other payroll forms. 
 
To repeat, following are specific rules that apply to the Employee Payroll Information Form: 
 
1. Retain all copies, including the original, of this form in your personnel file. The Personnel 

Department is furnished a copy each time an addition, change or separation is made. Your original 
copy should show all action taken on an employee. 

 
2. Forward one copy only to the Personnel Department. 
 
3. Do not send the form directly to the Accounting Department. 
 
4. Attach applicable tax withholding forms. 
 
5. Any changes from the original form will be submitted on a carbon copy of the Employee Payroll 

Information form and will be sent in and indicated as a change. 
 
6. Be certain that each form is appropriately dated and signed. 
 
7. Payroll Change forms must be submitted for progression increases. 
 
8. Make certain all information submitted is complete and accurate in order to ensure there are no 

delays in payroll processing. 
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EMPLOYEE BI-WEEKLY TIME REPORT 
INSTRUCTIONS – FORM H-19 

 
FORM OVERVIEW  
 
A. Purpose - The Employee Bi-Weekly Time Report (R-20) is used by CWA clerical staff to record 

time worked and leave used. 

B. Preparers  - All CWA clerical staff are required to submit time reports on a bi-weekly basis. 

ACCOUNTING REQUIREMENTS 
 
A. Pay Cycle - The pay period begins on Sunday and ends on Saturday. Paychecks are issued every 

other Thursday. 

1. Headquarters 

Clerical staff are paid for actual hours worked through the end of the payroll period. 

2. Field 

Clerical staff are paid for standard hours for the payroll period. The current check also 
includes a pay adjustment for employees who reported other than standard work hours on 
their previous time sheet. Hence, these adjustments are paid two weeks after close of 
period for which nonstandard hours were reported. 

B. Approval Procedures  - The Employee  
 

Bi-Weekly Time Report should be signed by employee and supervisor. When staff 
personnel who are designated to approve time reports are unavailable, authority may be 
delegated. Upon delegation, the International must be advised by letter addressed to the 
Secretary-Treasurer. Supervisors should review and verify accuracy of all time reports 
signed. 

C. Submission Procedures  - All Employee Bi-Weekly Time Reports should be forwarded to 
Headquarters - Accounting Department as follows: 

1. Headquarters 

All Employee Bi-Weekly Time Reports should be received by the Accounting 
Department no later than Noon on Monday, following the pay period ending date. 

2. Field 

Field offices should mail all Employee Bi-Weekly Time Reports to Headquarters - 
Accounting Department no later than Saturday, the pay period ending date. 

D. Form Distribution 
The Employee Bi-Weekly Time Report is furnished in triplicate; green copy for employee, canary 
copy for staff person and white copy (original) for payroll.



 

  

 

Section 18.2 (Page 2 of 2) 
International 

(08/02) 

GENERAL GUIDELINES FOR TIME REPORTING 
 
A. Account for seven hours per day. 

B. Record time in and time out, both for beginning and end of work shift and for mid-day (lunch) 
break. 

C. Record all time to the nearest quarter of an hour. 

D. Record time on the time report at the end of each work day. 

E. Total hours recorded in the shaded area on the original time report should be 35 hours per week. 

SAMPLE TIME REPORTING - The following case examples are keyed to the sample time report which 
follows. The examples i llustrate standard time recording practice. 
 
A. Worked normal seven hour day. 

B. Worked five hour day. Absent for a two hour doctor appointment. 

C. Worked six and one-half hour day. Came in one-half hour late. 

D. Worked four hours. Left early due to sick child. 

E. Worked normal seven hour day and two additional overtime hours. 

F. Worked five hour day. Took two hours for union activity. 

G. Worked seven hour day. Came in one hour late but made up the late hour. 

H. Holiday absence. 

I. Worked two hours and went home sick. No leave available. 

J. Took day of vacation. 
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PHYSICIANS REPORT (H-71) 

The ‘Physician’s Report” Form H-71 is to be prepared in all instances where an employee 
has been off the job due to accident or illness for a period of one week or more. 
 
Subsequent reports should be prepared for periods of longer duration. The time interval 
for these subsequent reports will, of course, vary and be governed by the nature of the 
accident or illness. 
 
As an example, a person with a broken hip, whose first report indicated a probable return 
date of sixty days from the date of accident, would not require a subsequent report unless 
return to work was extended due to complications beyond the expected time. 
 
This report should be prepared in triplicate: original to Secretary-Treasurer, duplicate for 
District office, triplicate for Subdistrict office or employee, as appropriate. 
 
Attachment: H-71 Revised 5/99 
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WORKER'S COMPENSATION 
ON-THE-JOB INJURY 

Any employee of CWA, whether staff or clerical, who sustains an injury while performing his/her job 
duties is subject to State Worker’s Compensation laws. 
 
These laws vary from state to state; however, every state has a Commission or Bureau to administer that 
state’s regulations. State Worker’s Compensation laws make provision for medical treatment, should it be 
required. 
 
A report must be completed no matter how insignificant the accident may seem and whether or not medical 
attention is required at the time. The smallest accident could easily develop complications to the point 
where medical care may be required several days later. 
 
When the accident is initially reported to the employee’s supervisor, sufficient information should be 
secured to complete the Worker’s Compensation accident report. 
 
Any accident reported to a supervisor must also be reported to the nearest Fireman’s Fund agent, regardless 
of whether or not medical services are required at the time. Should subsequent complications develop, the 
report must then be filed with the State Bureau. 
 
The most important fact is that all accidents, no matter how minor, must be documented for possible 
reporting to the appropriate State Commission or Bureau. 
 
Each Vice President should designate a staff person, in each state where we have employees, who will 
handle all Worker’s Compensation claims. 
 
The Vice President is also to advise the Secretary-Treasurer of the names of the designated staff persons.  
 
These staff persons will be responsible for: 
 
1. Familiarizing themselves with their state Worker’s Compensation laws; 
2. Securing a supply of any forms required to be filed in the event of an accident; 
3. Obtaining such instructions as are necessary to properly complete and distribute initial accident 

reports; 
4. Staff persons handling Worker’s Compensation reports should make sufficient copies for the State 

Commission, the District files, the Fireman’s Fund office and two copies for the Secretary-
Treasurers office. 

 
By law, CWA is required to comply with state regulations when an on-the-job injury occurs. 
 
Note: If it becomes necessary for an injured employee to pay for medical treatment as it is received, the 
claim for reimbursement of expenses should be sent to the Fireman’s Fund office where the accident report 
was filed, unless instructions are received to do otherwise. 
 
If the injury is severe enough to require hospitalization, the Secretary-Treasurer is to be notified by phone.  
 
For Worker’s Compensation policy information, contact the Personnel Department. 
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EMPLOYEE’S WITHHOLDING 
EXEMPTION CERTIFICATE 

FORM W-4 

Please print or type all items except the date and signature on bottom line. 
 
The form must be signed and dated. 
 
A current, completed W-4 form is required for each individual before any salaries will be 
paid. 
 
Any change of information on this form will require filing a new W-4 form. 
 
The W-4 form is available at all Internal Revenue Service offices, most banks or post 
offices. 
 
It will be supplied by the International upon request. 

 

EMPLOYMENT ELIGIBILITY VERIFICATION FORM I-9 

A Form I-9 must be completed by all individuals to whom wages are paid. 
 
The I-9 need not be completed for arbitration or court witnesses who are entitled to 
reimbursement for lost time wages. 
 
All instructions must be read carefully before completing this form. 

 
Section 1 - Employee. Must be completed and personally signed by the employee 
at time of hire. 
 
Section 2 - Employer. Must be completed in accordance with the instructions and 
signed by an authorized staff employee. 

 
Completed I-9 forms are retained in the Accounting Department. 
 
I-9 forms are available from the Payroll Department. 
 






