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HIRING/APPOINTMENT FORM
	
	
	Job Open Date           Job Number        

	CLASSIFIED STAFF
	APPOINTED
	STUDENT
	POSITION
	BENEFITS-ELIGIBILITY

	FORMCHECKBOX 
 Regular (.50 FTE or greater) 
	FORMCHECKBOX 
 Faculty
	FORMCHECKBOX 
 A
	FORMCHECKBOX 
 Fiscal
	FORMCHECKBOX 
 Benefits Eligible

	FORMCHECKBOX 
 Temporary (Less than 6 months)
	FORMCHECKBOX 
 Professional
	FORMCHECKBOX 
 B
	FORMCHECKBOX 
 Academic
	FORMCHECKBOX 
 Non-Benefits Eligible

	FORMCHECKBOX 
 ETE (6 mos. to 2 yrs @ .50 FTE or greater) 
	FORMCHECKBOX 
 Administrator
	FORMCHECKBOX 
 C
	FORMCHECKBOX 
 Add’l Position 
	FORMCHECKBOX 
 Flex-Year Position

	FORMCHECKBOX 
 Part-Time (Less than .50 FTE) FORMCHECKBOX 
 On-Call 
	
	FORMCHECKBOX 
 High School
	FORMCHECKBOX 
 Multi-Year
	      1, 2, 3, 4

	NON-COMPETITIVE HIRE SELECTIONS  (ATTACH SUPPORTING DOCUMENTATION)

	 FORMCHECKBOX 
 Emergency      FORMCHECKBOX 
 Project Specific     FORMCHECKBOX 
 Recognition Advancement    FORMCHECKBOX 
 Visiting Scholar (Salaried)    FORMCHECKBOX 
 Returning Employee w/in 1 yr.   

	 FORMCHECKBOX 
 Individual named in contract or grant      FORMCHECKBOX 
 Other (see policy):      

	EMPLOYEE INFORMATION

	Name (Last, First MI):                      
	Employee EID (If available):       

	Annualized Salary/Hourly Rate $       FILLIN   \* MERGEFORMAT 

 FILLIN   \* MERGEFORMAT 

 FILLIN   \* MERGEFORMAT 

 FILLIN  \d  \* MERGEFORMAT 

 FILLIN   \* MERGEFORMAT 
	FTE:      
	Start Date:        
	End Date:      

	Position Title (Primary):      
	Job Code:      

	Additional Title:      
	Job Code:      

	Additional Title:       
	Job Code:      

	Dept. Name:      
	Dept. #     
	College:      

	Building #      
	Room #      
	PO Box:      
	Phone #      

	POSITION INFORMATION

	Based on the position title and the employee’s FTE, what is the employee’s FLSA exemption status?      FORMCHECKBOX 
 Exempt    FORMCHECKBOX 
 Nonexempt

	Will this employee be working with living or deceased animals or animal by-products?      FORMCHECKBOX 
  Yes    FORMCHECKBOX 
 No   (For training purposes only)

	Standard (Education, License, Work History) Screening conducted by:      FORMCHECKBOX 
  Hiring Department    FORMCHECKBOX 
  UA Vendor

	Other Supplemental Pre-Employment Screening completed (if required):    FORMCHECKBOX 
  MVD    FORMCHECKBOX 
 Criminal Background    FORMCHECKBOX 
  CDL

	TENURE/CONTINUING SERVICE INFORMATION

	Professional or Administrative 
	Faculty
	New Hire Tenure/CS Credit
	Tenure/Continuing Status Review

	FORMCHECKBOX 
 Year-to-year
	FORMCHECKBOX 
 Tenured
	FORMCHECKBOX 
 0 years
	FORMCHECKBOX 
 Voting
	3-Year Retention Review: 20  -20  

	FORMCHECKBOX 
 Continuing-Eligible
	FORMCHECKBOX 
 Tenure-Eligible
	FORMCHECKBOX 
 1 year
	FORMCHECKBOX 
 Non-Voting
	Mandatory Status Review: 20  -20  

	FORMCHECKBOX 
 Continuing
	FORMCHECKBOX 
 Non Tenure-Eligible
	FORMCHECKBOX 
 2 years
	
	

	Special Commitments
	Year
	Dollar Amount
	Unit
	Approval Signature

	     
	     
	     
	     
	

	     
	     
	     
	     
	

	     
	     
	     
	     
	

	Provost Signature:
	Date:      

	POSITION/BUDGET INFORMATION

	Position Control #
	Budget Department Name
	Dept.  #
	Line #
	Account #
	Actual To Be Paid
	Roster Dist %
	Object Code

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	Source of Funding:          Dept. #                Line #                  Account #                   Amount $         

	Position:  FORMCHECKBOX 
  New  FORMCHECKBOX 
  Vice (Name)           End Date:       

	DEPARTMENT INFORMATION

	Preparer:      
	Date:      
	Phone #      
	Email:      

	Dept. Name:      
	Dept. #      
	PO Box:      
	Fax #      

	Department Approval: 
	Date:      

	College/V.P. Approval:
	Date:      

	HR USE ONLY                                                                                 
	HR Rep:                                                                    
	Date:              

	Does selection meet University Guidelines? FORMCHECKBOX 
 Yes  FORMCHECKBOX 
No
	Does selection meet Pre-Employment Screening Guidelines?   FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	Source of Hire:
	FORMCHECKBOX 
 External
	FORMCHECKBOX 
 Internal
	FORMCHECKBOX 
 Promotion
	FORMCHECKBOX 
 Transfer within Dept.
	FORMCHECKBOX 
 Transfer between Depts.
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