55.04 -- Use of Sight Drafts for Payment of Wages
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A. General. [Note: Limited to off-campus transient Temporary Hourly (TH) employees.] Various off-campus extension offices have the ability to produce their own wage paychecks for temporary and seasonal employees. Although processing of the sight draft paychecks are done off-campus, all policies affecting pay dates/cycles, employment taxes, retirement, sign-up procedures and general university requirements apply. 

B. Definition. A transient Temporary Hourly employee is a temporary employee who (1) does not have a local, permanent address, and (2) who performs services in one phase of an agricultural and/or animal husbandry process, moving on when the job is completed. As a general rule, the duration of service will not exceed four weeks in a season. 

C. Process. New Employees. Use of sight drafts for payment of wages for transient temporary hourly employees must comply with the following conditions: 

Employment of transient temporary hourly employees requires compliance with established Immigration and Naturalization Service Form I-9s, before the employee begins work. [See 50.04]. 

Completed I-9 and W-4 forms [See 50.09] must bear appropriate signatures and be faxed on the same day to Human Resources (HR) @ (208) 885-3602. Send original forms to HR via U.S. mail, retaining a copy at the location where the employee is working. 

D. Sight Draft Procedures. Sight drafts may be used for payment of wages for transient temporary hourly employees in agricultural-related areas for services such as crop fieldwork, animal husbandry, and harvesting. Use of sight drafts for payment of wages must comply with the following conditions: 

D-1. Payment for wages may not be made in advance. 

D-2. Payment via sight drafts may be made only (a) at the end of a regular payroll bi-week, or (b) upon termination of employment. 

D-3. A written record confirming the hours actually worked must be prepared and maintained in the file. 

D-4. Wages must be calculated using appropriate deductions from applicable tax tables prescribed by the payroll accountant. 

D-5. A copy of the sight draft with notations as to (a) the employee's social security number, (b) dates and hours worked, (c) budget(s) charged, and (d) all withholdings, must be faxed to Payroll Services at (208) 885-3864, on the date issued. 

D-6. Upon notification by the University's bank of receipt of sight drafts, the University will redeem them, verify against sight draft transmittals, and verify the authorized signature. 

D-7. All sight drafts will be entered into HRIS as payroll adjustments by Payroll Services staff. 

D-8. Sight drafts may not be used to pay local workers or recurring TH workers. These workers must be paid through the normal payroll process. 

E. Information. Questions about the use of sight drafts for payment of wages should be referred to Payroll Services, (208) 885-0284. Questions about the use of sight drafts for payments other than wages should be referred to Business Systems and Accounting Services (BSAS), (208) 885-2134 [See 60.34].

