RAH
REQUEST FOR AUTHORIZATION TO HIRE

TERM EMPLOYEE








     


PART I - COMPLETED BY DEPARTMENT





POS #______________





  
 





                   
   (from  RTP)

EMPLOYEE NAME      
     
      












Last
First
Middle Initial

 FORMCHECKBOX 
 Non-Student
 FORMCHECKBOX 
 International Guest Speaker 

SOCIAL SECURITY #      


POSITION TITLE      
DEPARTMENT      


 

PROPOSED BEGIN DATE      


PROPOSED END DATE      
HOURS PER WEEK      



TOTAL PROJECTED HOURS      
HOURLY RATE OF PAY $      


TOTAL PROJECTED COST$      
OTHER RATE OF PAY  $      


       

(Includes flat rate, monthly rate, etc.)


Supervisor

Date

Phone #

When employee terminates, complete, and return to Personnel Office
Termination Date_________​​__
Reason: End of term __________, (If no, please specify)________________








Yes/No

PART II - COMPLETED BY COMPLIANCE OFFICER
FICA EXEMPT __________


Yes/No

Reason Request NOT approved____________________________________________________________

AUTHORIZATION

BEGIN DATE________________

END DATE______________________

____________________________
 
______________________________

_______________________

Compliance Officer Initials      Date

Personnel Office Signature     Date


Employee Signature     Date

                                                                                                                                                                                    Revised 8/04         
   PRIOR TO EMPLOYEE’S FIRST DAY OF WORK:


    1.  Department supervisor must provide POS# from approved “Requisition for Term Position (RTP).” 


	 Request is not valid without a POS#.


     2.  Department supervisor must complete all information on Part I and give to employee.


     3.  Employee must take form to Compliance Officer, Adm. Room 129, for completion of Part II.


     4.  Employee must take form to Personnel Office, Adm. Room 105, if directed by the Compliance Officer.


     5.  Employee must return signed copy to Department Supervisor.


     6.  Employee may begin work on approved begin date.  No hours will be paid for dates worked prior to approved begin date.








