RTP

REQUISITION FOR TERM POSITION

HRS POS# 

__________
ACCOUNT #

(Assigned by Compliance Officer)       
     
 FORMCHECKBOX 
 

Non-Student

(Six-digit account to be paid from)                  
 International Guest Speaker

 FORMCHECKBOX 
 

For Dept

     
The Position of 

     
   

     
will be available from 

     
to

Reason for Term Employment      

     
$ 


__________________________________

Supervisor

Rate of Pay for this Position 

# of Employees for Position

Date

per         


     
Total Projected Hours


__________________________________

Dean or Dept. Head

Date

_____________________________​​​​​​​​_____         
Vice President                         

Date

__________________________________

Controller

Date
Dept. Phone #
     
Total Salary Cost

$      
$      
Total Benefit Cost

(Calculated at 8% of Salary for Non Student workers) 
Transfer Account# 

     
(If needed, must be ten-digit)


COMPLIANCE OFFICER USE ONLY

Position Funded HRS ___________________       Budget Transfer from FRS________________




_____________________________________




Compliance Officer


Date

Revised 8/04

Paper documents must be submitted with original signatures.





If submitting form electronically the email is your signature.





Do Not Delegate Authority to Staff Member to Sign


Personnel Documents.





Do Not Use Rubber Stamps











