
 
 
 
 
 
 
 
 
 

 
 
 
 

HIRING PROCEDURES  
FOR A NEW INTERNATIONAL 

STUDENT EMPLOYEE 
 



 
New Hire Checklist for International Student Employees 

 
Employee Name: _____________________________________________ 
 
SMU ID: ____________________ 
 
Start Date: ______________________ 
 
Complete the following steps before you begin working: 
 

 SMU is required by federal law to complete an Employment Verification Form (Form I-9) for all employees. A new 
employee must complete an I-9 Form no later than close of business on his/her first day of work.  Please note that 
the federal government may impose civil penalties on SMU when a new employee has not completed the I-9 
appropriately. See www.uscis.gov for further details. 
 

 Visit the International Student & Scholar Services Office at the International Center to obtain a work eligibility form 
(blue form), before visiting HR to complete an I-9 Form. Please note that if you are an international student and you 
will be working a 2nd job, you must go to the International Center to obtain another work eligibility form for your 2nd 
job. 
 

o Work eligibility form completed, ISSO initials ____________________ 
 

 Visit the Department of Human Resources to complete an I-9 Form. Office hours are 8:30 a.m. to 5:00 p.m. HR is on 
east campus, in Expressway Tower, located at 6116 N. Central Expressway, Suite 200, Dallas, TX, 75206. For 
questions or directions call 214-768-3311. 
 

Location and parking information. 

 The list of acceptable documents to complete an I-9 Form is on the following page. Please bring your documents with 
you and remember that all documents must be originals and unexpired (copies are not accepted).

 

 Additionally, 
you will need your I-94 number and your I-20 to complete the I-9 Form.  

 Complete the W-4 form within this packet. 
 

 Complete the Direct Deposit Authorization Form within this packet. A voided check must be attached to the direct 
deposit form. Direct deposit is mandatory for all University employees, except for students who are participating in 
either a federal or state work study program. However, direct deposit is strongly recommended for students who are 
on work study. 
 

 Complete 
 

Alien Determination Form. 

 Once you have completed the W-4, Direct Deposit Authorization Form and Alien Determination Form return them to 
your supervisor. Your supervisor will attach these forms to the Payroll Authorization Form (PAF), which will be 
submitted to Payroll. 
 

 Maintain a record of hours worked until you have access to the time clock located in your building or TIMEaccess.  
Your supervisor can show you how to record your hours. 
 

 Bring this New Hire Checklist with you to HR.  Your name, SMU ID, and start date must be completed at the top.  
Once you have completed the I-9, HR will initial below, indicating that you are authorized to work at SMU.  Take this 
checklist back to your supervisor to show proof that you have completed the I-9 and can begin work. 

 
NEW HIRE CHECKLIST

 I-9 Completed, HR initials ________________ 
       

 Work Eligibility Form 
 W-4 Form Completed (Return to your supervisor) 
 Direct Deposit Form Completed and Voided Check Attached to the Form (Return to your supervisor 
 Alien Determination Form (Return to your supervisor) 

IMPORTANT: 

 

Return this form to your supervisor after you have completed the I-9 and HR has initialed above.  This checklist is 
only for your department’s records. 

Payroll does not require the checklist, nor does it need to be attached to the Payroll Authorization Form (PAF). 

http://www.uscis.gov/�
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LISTS OF ACCEPTABLE DOCUMENTS  
TO COMPLETE FORM I-9 

 
To complete the I-9 Form, you must present proof of identity and proof that you are legally allowed to work in the United 
States. 
 

Option A – One document from the list below is acceptable for both identity and employment eligibility.  Only 
unexpired, original documents are accepted. 
 
 

Documents that Establish both Identity and Employment Eligibility 
 

1. U.S. Passport or U.S. Passport Card 

2. Permanent Resident Card or Alien Registration Receipt Card (Form I-551) 

3. Foreign passport with a temporary I-551 stamp or temporary I-551 printed notation on a machine-readable immigrant 
visa 

4. Employment Authorization Document that contains a photograph (Form I-766) 

5. In the case of a nonimmigrant alien authorized to work for a specific employer incident  to status, an unexpired foreign 
passport with Form I-94 or Form I-94A, bearing the same name as the passport and containing an endorsement of the 
alien’s non-immigrant status, as long as the period of endorsement has not yet expired and the proposed employment 
is not in conflict with any restrictions or limitations identified on the form.  

6. Passport from the Federated States of Micronesia (FSM) or the Republic of the Marshall Islands (RMI) with Form I-94 
or Form I-94A indicating nonimmigrant admission under the Compact Free Associate Between the United States and 
the FSM or RMI 

 

 

Option B – If you do not have any documents from Option A, you will need one document to establish identity and one  
document to establish employment eligibility.  Only unexpired, original documents are accepted. 
 

Documents that Establish Identity 

1. Driver’s license or ID card issued by a state or 
outlying possession of the United States 
provided it contains a photograph or 
information such as name, date of birth, 
gender, height, eye color and address 

2. ID card issued by federal, state or local 
government agencies or entities, provided it 
contains a photograph or information such as 
name, date of birth, gender, height, eye color 
and address 

3. School ID card with a photograph 

4. U.S. Military card  

5. Military dependent’s ID card 

6. U.S. Coast Guard Merchant Mariner Card  

7. Driver’s license issued by a Canadian 
government authority 

 

    AND 
 

Documents that Establish Employment 
Eligibility 

 

1. Social Security Account Number card other 
than the one that specifies on the face that the 
card does not authorize employment in the 
United States 

2. Certification of Birth Abroad issued by the 
Department of State (Form FS-545) 

3. Certification of Report of Birth issued by the 
Department of State (Form DS-1350) 

4. Original or certified copy of a birth certificate 
issued by a state, county, municipal authority 
or territory of the United States bearing an 
official seal 

5. Native American tribal document 

6. U.S. Citizen ID Card (Form I-197) 

7. ID Card for use of Resident Citizen in the 
United States (Form I-179) 

8. Employment authorization document issued by 
DHS  



 S O U T H E R N  M E T H O D I S T  U N I V E R S I T Y  

  Payroll Department  
 

 

DIRECT DEPOSIT AUTHORIZATION FORM  
 

To enroll in direct deposit, complete this form and send it to the Payroll Department.  Attach a voided check for each checking account—not a 

deposit slip.  If depositing to a savings account, ask your bank for written verification of the Routing/Transit Number for your account—it’s 

usually not what’s on the savings account deposit slip.  This will ensure that your pay is deposited to your account correctly. 

 

Below is a sample check detailing where the information necessary to complete this form can be found. 

 

 
 

 

Important!  Please read and sign before completing and submitting to the Payroll Department. 

 
 

Payroll - I authorize my employer, Southern Methodist University (“SMU”), and the Financial Institution(s) named below to deposit my net pay 

by electronic transfer to my account(s) each payday.  If amounts to which I am not entitled are deposited into my account, I authorize SMU to 

direct my Financial Institution to reverse them.  In the event my designated account is closed or contains an insufficient balance to allow a 

reversal for amounts deposited in error, I agree that SMU may withhold any amounts owed to me until such amount is repaid. 

 

This authority is to remain in full force and effect until I revoke it by giving 10 days prior written notice. 

 

Employee Name       SMU ID       

Employee Signature  Date       

 
New Employees: check here!    This is the first direct deposit authorization for Payroll I have ever submitted to SMU. 

 
NOTE: You must complete the Accounts Payable Direct Deposit Authorization Form for reimbursements 

and other payments generated by the SMU Accounts Payable Department. 

 
PAYROLL DIRECT DEPOSIT ACCOUNT INFORMATION 
 

You may split your net pay into multiple banks/bank accounts (max of three). One account must be designated as your “Balance” account. 

 

1. Routing/Transit # (9 digits)       Bank Name       

 Checking 

 Savings 

Account Number       

Deposit Amount: $        OR  Balance 

 

2. Routing/Transit # (9 digits)       Bank Name       

 Checking 

 Savings 

Account Number       

Deposit Amount: $        OR  Balance 

 

3. Routing/Transit # (9 digits)       Bank Name       

 Checking 

 Savings 

Account Number       

Deposit Amount: $        OR  Balance 

 



SOUTHERN METHODIST UNIVERSITY
ALIEN DETERMINATION OF RESIDENCY FORM 

All applicable questions must be answered. Attach copies of documents listed on the back of this form.  This form and 
documents must be returned before any payment will be issued. 

FOR PAYROLL USE ONLY 
Visa: _________ FICA:   Y  N 
Entr:_________  Start:______ 
Exp: _________  Resident 
Ctry: _________Nonresident 
Entered By: ______________ 

Name (Last, First) Email: SSN or ITIN 

Country of Citizenship Country of Residence Department (of employment) 

Passport Issued by (Country) and Passport Number Visa Number (not control number)                                   SMU Student ID (if applicable) 

SECTION I. PAYEE INFORMATION 

SECTION II. CURRENT ALIEN STATUS  
 
              Permanent Resident                                 F-1 Student on “Practical Training”               H-1B Employee 
 
              Permanent Resident Applicant                 J-1 Student                                                      J-2 Spouse/Dependant of J-1  (non-      
                                                                                                                                                        student) 
              B-1, WB, WT (Business)                          J-1 Student on “Academic Traning”              J-2 Spouse/Dependant of J-1                  
                                                                                                                                                        (student) 
              F-1 Student                                                J-1 (Reseach Scholar, Professor,                   Other USCIS Classification: _______ 
                                                                                Short-Term Scholar) 

SECTION III. IMMIGRATION INFORMATION (Permanent Residents skip to Section IV) 

Furnish the information to detail the number of days of physical presence in the US for each calendar year.  

 List Calendar Year 
 

Number of days of 
Physical Presence 

Periods (dates) of 
physical presence 

Visa/USCIS  
classification  

Were tax treaty 
benefits taken? 

EXAMPLE 2007 350 1/15/07—12/31/07 J-1 Professor No 

Current Year      

Last Calendar Year      

2 Years Ago      

3 Years Ago      

4 Years Ago      

5 Years Ago      

6 Years Ago      

Date of first entry into US USCIS visa classification held during 
first entry 

Expiration date of current USCIS  
classification 

Anticipated date of departure from the 
US 

SECTION IV: CERTIFICATION AND SIGNATURE 

I certify that to the best of my knowledge all of the information provided above is true, correct and complete. 
 
 
________________________________________________________                                            ______________________ 
Signature                                                                                                                                            Date (MM/DD/YY) 

Permanent Residents do not need to continue to page 2.  All Other USCIS visa status’ must complete page 2. 



SECTION V: DETERMINATION OF RESIDENT STATUS FOR TAX WITHHOLDING  
A. F-1 or J-1 STUDENTS: Were you present in the US as a student, trainee or teacher   
during any part of the five (or fewer) calendar years, but not more than five years?            ______________ 

B. J-2 Spouse of STUDENT: Are you the spouse of a  J-1 student described in  
Question A above?                                                                                                                 ______________ 

C. J-1 NON-STUDENT Within the period of the previous six calendar years, were you  
either entirely absent from the US or present in the US as a student, trainee or teacher for  
only one calendar year?                                                                                                           ______________ 

D. J-2 Spouse of NON-STUDENT: Are you the spouse of a J-1 non-student  
described in Question C above?                                                                                              ______________ 

TEST 1 
 

Exempt from the  
Substantial  

Presence Test 
 

(F or J  
Classification) 

If you answered “YES” to any of the above questions, you are considered a Nonresident Alien for tax purposes. Check the
Nonresident Alien box in Section VI. If you answered “NO” to any questions above OR they do not apply to you, continue to Test 2. 

 
 
 

TEST 2 
 

Substantial  
Presence Test 

Calculate the number of days of physical presence in the US. 
 
       

If the total is greater than or equal to 183, you are a Resident Alien for tax purposes--Check the Resident Alien for Tax box. If the 
total is less than 183, you are a Nonresident Alien for tax purposes--Check the Nonresident Alien for Tax box. 

 List Calendar Year Number of days of  
physical presence 

    Computation for Test 

Current Year _________________ ____________________ X 1 =  _________________ 

Last Year _________________ ____________________ X 1/3 = + _________________ 

2 Years Ago _________________ ____________________ X 1/6 = + _________________ 

   _________________                 TOTAL 

SECTION VI: RESIDENCE STATEMENT FOR TAX PURPOSES 
           Resident Alien for Tax Purposes                                 Nonresident Alien for Tax Purposes                          
           (MUST COMPLETE W-9)                                       Scholarship/Fellowship Receipents must complete W-8BEN-S                                         Independent Contractor/Honorarium must complete W-8BEN-I 
USCIS VISA CLASSIFICATION Required documents to attach to this form (Photocopy only, NO FAXES) 
ALL classifications MUST have: Copy of US Visa; Copy of I-94 card (both sides) (does not apply to PR or PR applicants); Social Security 

Number or receipt for SSN or ITIN; W-9 form (Resident Alien for Tax) 

Permanent Resident Permanent Resident  or Resident Alien Card 

Permanent Resident Applicant Unexpired Employment Authorization Card (EAD);  Letter from USCIS stating the Permanent Resident  
Application has been processed. 

F-1 Student Page 1 and 3 of I-20 

F-1 Student on Optional Practical Training (OPT) Page 1 and 3 of I-20; Unexpired Employment Authorization Card (EAD) 

F-2 Student on Curricular Practical Training (CPT) Page 1 and 3 of I-20 (Page 3 MUST indicate “CPT” and “Southern Methodist University” 

J-1 Student DS-2019 Form 

J-1 Non-Student  DS-2019 Form 

J-2 Spouse Unexpired Employment Authorization Card (EAD) 

H-1B Worker I-797 Notice of Action (if a current H-1B can accept Receipt Notice); Prevailing Wage Statement 

TN Professional I-94 indicating “TN” status and the “Southern Methodist University”; Picture Page of Passport 

Treaty Eligible Aliens: (Must have SSN or Receipt) -Form 8233 and Revenue Procedure Statement (Employees, Non-Resident) 
-Form W-9 and W-9A (Employees, Resident) 
-W-8BEN-S (Stipend recipients and Post-Doc Fellows) 
-W-8BEN-I (Independent Contractors)  

SECTION VII: TO BE COMPLETED BY DEPARTMENT REPRESENTATIVE 

Department Contact Person: _____________________________          Department Name: ________________________________ 
Email Address:                      _____________________________          Phone Number:      ________________________________ 
Fax Number:                          _____________________________ 
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