NAFEO Internship Program
Statement of Understanding Regarding Payroll 

NAFEO’s policies regarding your pay and tax liabilities are important for you to fully understand.  We recommend that you keep a copy of this document for reference for the duration of your internship.
1. You are required to complete both a Form W4 for federal payroll tax withholding and a state tax withholding form for Maryland, Virginia or the District of Columbia, as appropriate, depending upon where you are residing during your internship. NAFEO will not withhold payroll taxes for any other tax jurisdiction. If you do not complete both of the withholding forms as required, you cannot receive a paycheck.

2. Your tax status and the number of tax exemptions you claim are your decisions. NAFEO staff and consultants cannot provide tax advice or guidance on tax matters.

3. Your decisions about your tax status and number of exemptions you claim, if any, are FINAL and cannot be changed for the duration of your internship. Therefore, please complete your forms carefully.

4. Proper timekeeping is essential.  You have been provided with training on NAFEO’s internet-based timekeeping system to ensure that you can enter your time from ANY location where you have an internet connection.  YOU are responsible for ensuring that a supervisor approves your timesheet by the established deadlines.  Hours worked that are not recorded and approved cannot be paid. Be advised that the following timekeeping policy applies to you as a NAFEO intern: 

Timekeeping Failure to Comply

Precise time keeping is an integral part and requirement of each employee’s employment.  Accurate recording of time worked is the responsibility of every employee.  Employees are also responsible for accurately recording their paid and unpaid time off.  Timesheets are due to your supervisor on the pay period end date.  Failure to comply with this policy will result in the following:

1st Offense:

Reminder from Human Resources 

2nd Offense:

Written Warning from Human Resources

3rd Offense:

Loss of direct deposit privileges for the duration of the program
4th Offense:
Other disciplinary action up to and including termination of internship.

Altering, falsifying, tampering with time records, or recording time on another employee’s time record will result in disciplinary action, up to and including termination of internship.

I have read the above information and I agree to comply. I understand that failure to comply with any of the above items could result in a missed paycheck.

Intern signature:  ___________________________________
Date:  __________________
Print name:  ________________________________________________
