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FICA Tax Exemptions for Student-Employees

Policy & Procedures




Policy for CUNY Student FICA Tax Exemptions

* A new policy was established in April 2019 based on IRS regulations and procedures.
e Section 3121(b)(10)
* Revenue Procedure 2005-11

 Effective this semester, the University will make student FICA determinations based
on “safe harbor guidelines.”
* As defined in Revenue Procedure 2005-11
* Complete Policy can be found on OHRM website (walk-through in later slide)

 What are “safe harbor guidelines?”
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Safe Harbor Guidelines (per IRS)

Under the Revenue Procedure 2005-11 safe harbor rules, a wage payment made by the
University to a student-employee will qualify for FICA tax exemptions if the individual:

* is at least a half-time undergraduate student or at least a half-time graduate or professional
student of the University,

* is not a full-time employee of the University,
* is not a “professional employee” and

* is not a career employee eligible to receive certain employee benefits or participate in certain
employment benefit plans (i.e., vacation, sick leave, 403(b), etc.)
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Workflow 1: Student Employed at One Campus

CUNYfirst Tasks

CUNYfirst Routes Request to
Campus HR for Review

Campus HR Tasks

Campus HR Staff Review Campus HR Staff Makes Student Views Decision (via
Exemption (via FICA Exemption Decision to Approve/Deny Student Self-Service in

Student Requests FICA
Exemption (via Student Self-
Service in CUNYfirst)

Bulk Approval in CUNYfirst) Exemption Request CUNYfirst)

Daily Email Sent from CUNYfirst
to Campus Inbox
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Student Requests FICA
Exemption {wia Student Self-
Service in CUNYfirst)

CUNYfirst Tasks

Daily Email Sent from CUNYfirst
to Campus Inbox

CUNYfirst Routes Request to
Campus 1 HR for Review

CUNYfirst Routes Request ta
Campus 2 HR for Review

Daily Email Sent from CUNYfirst
to Campus Inbox

Campus HR Tasks

Campus HR Staff Review
Exemption {vio FICA Exemption
Bulk Approval in CUNYfirst)

Campus HR Staff Review
Exemption {via FICA Exemption
Bulk Approval in CUNYfirst)

*+++All Campus
Requests Must

be Approved
for the Student

to Receive the
Exemption***

Campus HR Staff Makes
Decision to Approve Exemption

Workflow 2: Student Employed at Multiple Campuses

Request

Campus HR Staff Makes
Decision to Approve Exemption

Student Views Decision (via
Student Self-Service in
CUNYfirst)

Request
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Student Self-Service in CUNYfirst

CUNY

e e R

pvorktes  Man Mang Sof Serven Cricant (ater
- . .

O

o' s Stademt Conter

e arntareae -

Wy Accoust
> Clesttetes  rad.ete Jeer
Arconnt lerine
Vims .
o Dus o
o Rans e 2.0
Voo Sovm o past des bobe

whar Sransw »

Curvasiy wvd @ US Dol

ok matage poy — phea

Rl ]

D i e A

vt ¥

sente Fae

"o ol

Ao 08 T Basanaals

NYE T8 Pryicam

Fovrtmn  Man Men Lol Sorven Ordev Coter FXA Lxerytior Logdt

Josephne o ¥

et siea s st e ardy [T

e ST PSR

e ey

TICA Exemmption Request

A Dt mk malfy b the FICL swmvpton 4 1he o aterd
0 Rt 8 PRSI UNOREraCURtE EILMOT OF #t leaet & b et of
- ey

.o

A Lre angioves of e Lnveeruly
* 8 N8 8 “Drdfessinel emsiusee” s
. R s o evgioyee eaglle b

vaimhan, ek tnave, 40N, whe

arvphe et barald jree e

Acmdwrn |t toe

Extealiafnrmaing  BRriy  Sarumeties

Scades cusaca fod Sencts DA Lansatnc tasans

PR

Cllea Nacacat Didoiin
KRRy Qs SASvaerasd
CALTS : foancal M2

|

Fowiriins M Many ol Lowe

bot Corte FXA Cewrgtur Rogoey

Josephne g% v Y

Pern ot whoe Tanon Secarny Pt gamon

Pt b b ) e o St et ot

FICA Exemption Kegquest

A Sttt wll Gualfy for the PICA ssavgton

. odet
" @ W mart 8 ¥t g ate whadert oo ot least 8 het 1rma Creteete or pratemaral wdent of
T Ucmiady

. or

I hva avpioves o B ey

* % nox 8 “professonal anglayes” and

* 0 Mot g career evoloyee ehgbie 1o receve cerlar amployrred bereits or partooete n cerien
SOGATITIEnt Darafit Dl (4.5 vace

ok mave, SONE), wtc

A ndomns Lnintutinn

Acorrved

Panaeelinformates  Seowty  Babosste

Semfarca vacwa tiod famds Laa lascalic !ssuad

™




FICA Exemption Module in CUNYfirst

CUNY'

Fuly Itegrated Reseurces & Sarvices oo Home | Worklist | AddtoFavorites | Sianout
Favorites = Main Menu > CUNY > Human Capital Mgmt > HCM Extensions > FICA Exemption Bulk Approval

0 New Window | Help | Personalize Page

FICA Exemption Request Approval

Empl ID: Q

Last Name: [

First Name: ‘

Business Unit: Q
FICA Request Status:

Fetch Data | Clear All |

Find | View All | @l 2 First K 12 0f2 D Last

I Student Information | Employment Information | FICA Action | FlCAAudltlnfonnahon .

| pI IV |uame |——P|Acauemn: Insutuuon |uusmess uni IAcaoemlc Career FICA Request Status |Denial Reason |(Comments Status |Status Description
1

Requested

2 Requested
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After semester begins, how long should the campus wait to approve/deny exemption requests?
 21days

* Does this new process apply to internal students?
* No. The NRA clean-up project will be completed at a different date.

» After HR approves an exemption request, how long does it take to reflect on a student-employee’s
paycheck?
*  Within 2 pay cycles at maximum. For student-employees who are employed at multiple campuses, the overall exemption
request will be implemented within 2 pay cycles after the final campus’ approval.

e After campus HR approves an exemption request, how will they know that Central Office Payroll has

approved/denied?
*  Campus HR staff must periodically check the request status in CUNYfirst.

A full list of FAQs can be found on OHRM’s website.
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Questions?
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