
Tri-County Technical College 
     Personnel Office  

7900 Hwy 76, Pendleton, SC 29670 
RH Library/Administration Building,  Room 103 

 864-646-1792 

Welcome To Tri-County Technical College 

We are pleased that you have chosen to become a part of the Federal Work-Study 
Program at Tri-County Technical College. Attached are forms that need to be 
completed to become part of your personnel file.  

These forms are: 

• Statement of Alcohol and Drug Use
• I-9 Form - A photocopy of the identification documents must also be made by

Personnel at the time you return your New Hire documents to Personnel (social
security card, drivers license, birth certificate, or any other combination of documents
that are listed on the back of the form). Due to state law, Tri-County Technical College
participates in E-Verify and will provide the Social Security Administration and, if
necessary, the Department of Homeland Security, with information from each new
employee’s Form I-9 to confirm work authorization.

• W-4 Form
• Direct Deposit Form (mandatory) - The 1st payroll will be a check and then subsequent

payrolls will be deposited and stubs can be viewed via eTC under Employee Tab.
Payday is the last working day of the month and paychecks will be deposited into your
bank account on the last working day of the month. A voided check, or savings deposit
slip (deposit slips are only accepted if using a savings account), or letter from your
financial institution that states your name, address, routing number, and account
number must be attached for verification purposes (sorry no exceptions).

• Payroll Data Sheet
• Completion of Safety Training - Once you log into eTC click on Employee tab,

click on the Safety Training link under the Professional development section

Please complete all forms and return to the Personnel Office as soon as possible. We 
must have all of this information before we can pay you. Our payroll documentation 
deadline is the 20th of each month. Payday is the last working day of each month.  

Timesheets: 
You must complete monthly timesheets since we only pay for hours worked. Timesheets can 
be obtained through eTC under the Employee tab, look under About Me section and click on 
Temporary timesheet.  In order to be paid, timesheets must be completed (printed), signed, 
and turned in to your supervisor  no later than the 16th of each month. Then your supervisor 
must sign and return to payroll by the 18th of each month.  















 
 
 

AUTHORIZATION AGREEMENT FOR AUTOMATIC DEPOSITS (CREDITS) 
AND DEPOSIT REVERSALS (DEBITS) 

 
I (We) hereby authorize Tri-County Technical College, to initiate credit entries to my (our) checking or 
savings account (s) listed below and the depository named below, hereinafter called the DEPOSITORY, 
to credit the same to such account.  In the event of overpayment to my account, I (we) authorize Tri-
County Technical College to make an adjusting debit entry to my (our) account up to the amount of 
overpayment. I (We) furthermore understand that if I (we) fail to notify the payroll office, in such time for 
reasonable opportunity to act, about closing or changing my (our) bank account, it will take up to ten (10) 
business days to receive payment. 
  

CHECKING ACCOUNT 
Depository Name: 
      

Branch: 
      

City: 
      

State: 
      

Checking Account Number: 
      

Amount of Deposit: 
      

Bank Transit/Routing Number: 
      
** A voided check or letter from Bank stating account information must be attached for 
verification of account numbers. 

 
SAVINGS ACCOUNT 

Depository Name: 
      

Branch: 
      

City: 
      

State: 
      

Savings Account Number: 
      

Amount of Deposit: 
      

Bank Transit/Routing Number: 
      
** A deposit slip or letter from Bank stating account information must be attached for 
verification of account numbers. 

 
This authority is to remain in full force and effect until Tri-County Technical College has received written 
notification from me (or either of us) of its termination in such time and in such manner as to afford Tri-
County Technical College a reasonable opportunity to act on it. 
 

Employee Name: 
      
Employee ID #: 
      
Date: 
 
Home Address: 
      
      
Signature: 
  
 

 



 
College Work Study 

Employee Payroll Data Sheet 
 
 
Name:              
 
 
Social Security Number:          
 
  
Date of Birth:             
 
 
Address:             
 
               
 
 
Hire Date:              
 
 
Race:       Sex:        
 
 
 

Tax Information 
 
Marital Status:  

Married   Single 
 
 
Number of Federal Exemptions:          
 
Number of State Exemptions:         
 
Additional Federal Withholding Amount:        
 
Additional State Withholding Amount:        
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