
 
  

 
5.  Student Employment Personnel Action (SEPA) Form  

Student Positions 
 
 

Student (Pooled) 
1510 Student Help/College Work Study 
1590 Non-Exempt Student 
1540  Intern, Undergraduate 

 
 
Student--Student Employment Personnel Action (SEPA) Form 
 
                             
                

 
          
 
                         

 
    
 
                                                             **Non work-study positions 

                                                                                               
            

        
               
                            

 
 
 
 

Business 
 Manager 

 
Payroll 

File original. 

Initiating 
Dept. 

Grants** 
(if required).

Student Employment* 
 

Recommendation:  Evaluate whether 
additional help is needed.  

Dean/Designee
or 

next level of 
supervision 

NOTE:  Shaded boxes are the “Required Signatures” needed to get a paycheck processed. 


	Text4: 61308 - Student Employee      
61321 - Interns         
	Text5: 61310 - College Workstudy 61311 - Non-exempt Student 


