California State University, Long Beach

College of Liberal Arts

Department  











Department Phone Number 



FAX 





Department Contact Person:_ 



__________________

Your office room #___________________Office phone #_________________

This document will direct you to all of the appropriate areas to facilitate your employment at CSULB.  Please bring with you when going to the various areas.

Steps for employment:

1)
Payroll Office (located in Brotman Hall, Room 353, x54164).  You must have a valid photo identification (such as a California Driver’s License or US Passport) AND your actual Social Security card.  You may be eligible for direct deposit and/or benefits, inquire at the Payroll counter.  
2)
Parking permit (all employees that drive to campus need to purchase parking)  You may go to the Parking & Transportation Office located between the College of Business building and the parking structure of Merriam Drive to pay or sign-up for payroll deduction.  Or you may pay at the Cashier’s Window on the first floor of Brotman Hall.

3) CSULB Photo Identification Card (Bookstore building, south side, entrance off parking lot #5, behind the Psychology Building.)  You may want to phone for an appointment, X51739.  Hours are: Monday-Thursday 8am-6pm, Friday 8am-4pm.        
4) Facilities Management-Key Issue (located on Palo Verde Avenue, west side of                                                                                                                                                                            the street between Lot 9 and Lot C.)

5) Faculty Internet & E-Mail Accounts To open a CSULB campus account,  go to the Horn Center, Technology Walk-In Help Desk.  You will need your Campus ID in order to open an account.
PRESENT THIS LETTER TO PAYROLL OFFICE AS YOUR INTRODUCTION AS A:

   Part-time Lecturer

Teaching Associate

          Graduate Assistant

   Tenure-Track Faculty
Full-Time Temporary Lecturer  
________________

This will introduce __________________________, EmplID______________________

He/She will be teaching in the department for the _______________________term.

He/She will be working in the department effective ___________________________


************************************************************************************

Additional Department Information:









EMPLOYEE: PLEASE RETAIN THIS DOCUMENT FOR YOUR RECORDS


