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____________________________________________________ 
A new law titled the New York State Social Security Number Protection Law will become effective January 1, 2008.  This law restricts the use and display of an individual’s Social Security number (or any portion of this number) to be used as an employee identification number or for purposes of record-keeping and/or time-keeping.

 

Accordingly, Sponsored Funds Personnel has updated many of our forms including the time-keeping reports to remove the Social Security number field and replace it with the Employee Number.  Please discard any old forms and replace with the updated forms at the following addresses:

· Payroll Forms  http://hr.albany.edu/content/sfforms.asp
· Biweekly Timesheet  http://hr.albany.edu/content/timeshe2.xls  
· Hourly Report http://hr.albany.edu/content/SF_hourly_time.doc  

· Monthly Exception Report http://hr.albany.edu/content/sfexcept.xls .
Employees who do not know their employee number should be advised that they can find that number printed on their pay check or pay stub in the field to the right of their name.  
A memo will be distributed to each employee who receives a paycheck on December 21, 2007.  You can review the memo on our website at http://hr.albany.edu/content/sponsor.asp.  

We appreciate any and all efforts on your behalf in communicating this very important information to your staff immediately.

Please contact Sponsored Funds Personnel at 437-4500 should you have any questions concerning this new law.

Thank you.
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