
Student Payroll Action Request 
Hints for Completing the SPAR Form 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Questions? 

Call the Human Resources office: 
Ext. 3626 

Box K: Please 
complete this 
box. This is who 
your check goes 
to if something 
happens to you.  

Box L: You 
must sign the 
Oath of 
Allegiance if 
you are a U.S. 
citizen. 

Box L: Leave 
Part II blank if 
you are a U.S. 
citizen. 
Complete only 
Part I or Part 
II.  

Box B: Indicates 
what sections 
you need 
completed 

Box C: Your 
name must be 
entered as it 
appears on your 
social security 
card. 

Box H: You 
must choose 
single or married 
and decide on a 
number of 
allowances OR 
claim exemption 
from withholding 
tax. For 
assistance 
please see the 
IRS W-4 
worksheet 
located on the 
HR webpage. 

Box I: You 
must sign and 
date the 
Employee 
Certification 

Boxes D-G: 
Residence hall 
addresses are 
not accepted. 
Please use 
permanent 
address only. 

Top: Add a 
Department 
Name and check 
Work Study or 
Stud Asst. 


