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Human Resources – Payroll

Administration Building, 5th Floor


Dual Employment Verification Form
Central Payroll Bureau requires that agencies coordinate with one another when there is dual employment to ensure that there is no conflict or overlap in work schedules or payments.  This form must be completed and returned to Human Resources, Payroll.  
	EMPLOYEE INFORMATION (UMBC)
		

	

	Name of Employee
	     
	     
	     -     -****

	
	First
	Last
	SSN – 1st 5 Digits

	Job Title
	     
	Department
	     

	 EXTERNAL AGENCY INFORMATION 
	
	

	Agency Name
	     
	Contact Phone Number 
	     

	Contact Person
	     
	Date
	     

	

	STATUS & WORK SCHEDULE


	Year: 2013/14         Quarter:  FORMCHECKBOX 
  1st  FORMCHECKBOX 
  2nd  FORMCHECKBOX 
  3rd  FORMCHECKBOX 
  4th 

Is the employee currently employed by outside agency?    FORMCHECKBOX 
  Yes     FORMCHECKBOX 
  No  End Date: 

	Employee’s work schedule while active by outside agency.  (If the employee does not have a regular work schedule, please submit copies of timesheets for the quarter.)


Employee’s work schedule while active at UMBC.  (If the employee does not have a regular work schedule, please submit copies of timesheets for the quarter.)


UMBC CERTIFICATION

I have contacted the agency listed above and verified that this employment is in addition to and will not interfere with the employee’s job duties at UMBC or their position at the other agency.




UMBC Department Representative:      


  
Submit completed form to UMBC – Payroll, Administration Building, 5th floor


