
Student's Name
UMB ID

Start Date (must be a Sunday)
End Date (must be a Saturday)
# weeks in period

# Hours/Week
Hourly Rate
Maximum to be Paid

PI's Name
Department
Department Code
Mail Drop Code

Supervisor's Name
Supervisor's UMB ID

Speed Type

MGS Student Hire Form
Non-Grant Funded

Detailed description of the services the student will provide:

Additional Information:
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How to Hire a Student Employee 

From what 

account will 

the student 

be paid? 

Grant Department Contact MGS Grant 
Administrator 

Contact College 
Business Administrator

Jamie Tull 
(jamie.tull@umb.edu)

Complete the 
“Student Hire Form 

(Grant)” 

Complete the 
“Student Hire Form 

(Non-Grant)” 

Submit to 
MGS Grant 

Administrator 

Submit to College 
Business 

Administrator 
Jamie Tull

Administrator reviews 
the form for accuracy, 

conformance with 
grant budget, etc. 

Jamie Tull reviews
the form for accuracy, 

conformance with 
grant budget, etc. 

Administrator submits 
the form to OGS and 
confirms with OGS 
that the student is 

hired. 

Jamie Tull
submits the form to 
OGS and confirms 
with OGS that the 
student is hired. 

Administrator notifies 
you that the student 

has been hired.

Jamie Tull notifies
you that the student 

has been hired.

The student submits timesheets 
to Jamie Tull

(jamie.tull@umb.edu) 

UMB pays the student. 
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