
Summer 2014 
Instructional Support 

Teaching Assistant, Tutor, and Reader 
Payroll/PPS Instructions 

 
 
 

Andrea Olaguer, Summer Session, x25064 
Becky Burrola, Office of Graduate Studies, x43727 

Linda Vong, Office of Graduate Studies, x46562 
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Date Entry 
Time Reporting 

Department Handles: 
Select TA, Tutor, Reader 
Create Appointment Letter 
Secure Signature 
Retain Copies 
Monitor Time 
Report Time in PPS 
Be Aware of Funding for Budget Purposes 

2 



Sample Email Sent  
to the Department 

Email sent out in June: 
On behalf of Executive Vice Chancellor Suresh Subramani, I am pleased to inform you that the Department of 
xxxxxxxxx will be allocated $xxxxxxx  for teaching assistants for Summer Session 2014.  The allocation is based 
on actual enrollment in summer courses as of June 16, 2014.  In department of  xxxxxxxx, there are xx courses 
with enrollment of xxx.  Courses with projected enrollment of 10 or fewer students are excluded. 
 
The model used for this allocation is similar to the TA allocation model used during the regular academic 
year.  Rather than using a faculty debit of 20 students, a course debit of 10 students is used. For funding 
purposes, the workload for Summer Session courses is considered to be equivalent to 75% of courses offered 
during the regular year.   
 
A reserve is maintained to address cases where actual enrollment is substantially higher than the projected 
enrollment.   Departments that have significant enrollment growth may request additional funding.  
  
Any funds not utilized in summer courses will be transferred to departments for use in the following fall, winter, 
and spring quarters. 
 
For additional details about the allocation, please contact me at x22565 or kfarrelly@ucsd.edu.   
  
Best regards,  
Kathy Farrelly 
Academic Affairs 
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Quick Tips 
Title Codes 
 2310  TA 
 2850  Reader (Grad/UG) 
 2860  Tutor (Grad/UG) 
Pay Dates 
 Monthly TA 
 Bi-Weekly Tutor/Readers 
Compensation 
 Sub 0  TA 
 Sub 2  Tutor/Reader 
Time Sheets 
 TA  Not required 
 Tutor/Reader Required 
% of Time = Hours of Work 
Department Determines the % 
 100%  200 Hours 
 50%  100 Hours 
 25%  50 Hours   4 



Pay Date  
Calendar 
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1 

2 

Step 

Timekeeping 
 

PPS 
 

Bi-Weekly Monthly 

Bi-Weekly Monthly 

July 9 

July 22 

August 6 

August 19 

September 2 

September 17 

July 23 

August 20 

September 23 

July 10 

July 23 

August 7 

August 20 

September 3 

September 18 

July 24 

August 21 

September 24 

Pay Day 
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Department:   Preliminary Allocation:         

Hiring Contact:   Estimated Expense:         

Hiring Contact Phone:    Estimated Balance:         

Date Completed:       Additional Allocation:*         

            Revised Balance:         

            *If applicable           

Session (1, 2, or 
Special) # Wks Course # Instructor of Record Student Name Student PID Student Status Title Title 

Code % Time Hrs/Wk Total 
Hrs 

  
Hrly Rate  

 Total 
Salary  Date Sent Letter  Date Signed 

Letter Received 

1 5 MATH 123 John Smith Jan Park A00000000 Graduate Teaching Assistant (TA) 2310 50.0 20 100       30.01  3,001 06/09/14 06/20/14 

                                  
                                  
                                  
                                  
                                
                                  
                                  
                                  
                                  

                                  

                                  

                                  

                                  

                                  

                                  

                                  

                                
                                  
                                  

                                  

                                  

                                  

                                        -      

TOTAL:  3,001 

2014 SAMPLE INSTRUCTIONAL SUPPORT WORKSHEET 
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Biweekly Deadline Schedule (Updated 11/07/13)  

Pay Period 
Dates 

Timekeeping 
Entry PPS Entry 

Deadline to Stop 
Direct Deposit 

(10:00a.m.) 
Payday 

06/22/14-07/05/14 07/09/14 07/10/14 07/14/14 07/16/14 
07/06/14-07/19/14 07/22/14 07/23/14 07/28/14 07/30/14 
07/20/14-08/02/14 08/06/14 08/07/14 08/11/14 08/13/14 
08/03/14-08/16/14 08/19/14 08/20/14 08/25/14 08/27/14 
08/17/14-08/30/14 09/02/14 09/03/14 09/08/14 09/10/14 
08/31/14-09/13/14 09/17/14 09/18/14 09/22/14 09/24/14 

 

Monthly Deadline Schedule (Updated 11/07/13)  

Pay Period 
Dates 

Timekeeping 
Entry  PPS Entry  

Deadline to Stop 
Direct Deposit  

(10:00a.m.) 
Payday 

07/01/14-07/31/14 07/23/14 07/24/14 07/30/14 08/01/14 
08/01/14-08/31/14 08/20/14 08/21/14 08/27/14 08/29/14 
09/01/14-09/30/14 09/23/14 09/24/14 09/29/14 10/01/14 
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Questions? 
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