PROPOSAL TO APPOINT

Academically ranked positions only (upon completion of search)


It is requested that (Name)  

be offered employment for the period beginning  
and ending non-renewable appointments only
· New Position #:  TBD when appt approved
Annual Salary Rate:


          FTE:
· Existing Position #:  
Replacement for  Name/s
Rank:   
Administrative Title:  

Department/Area:   
School/Administrative Unit:   

Prepared by Name:
Phone:  
Email:   
	Is this position excluded from representation?  
(Yes  (No
Is a criminal background check required?
(Yes  (No

Is a current driver’s license required?
(Yes  (No

Required Attachments:

· Draft Letter of Offer
Choose One:

· Position Description
· Supplemental Letter (tenure track only) 
· Resume/CV

	Type of Appointment (check one from each section):

· Academically Ranked Fixed Term
Choose One:   (Renewable       (Non-Renewable   

· Annual (Tenure Track)
· Indefinite Tenure 
Term of Service:    ( 9 month   ( 12 month
HR will complete this section:

· Overtime subject (requires time sheets)

· Exempt from overtime (requires monthly leave roster)





APPROVAL ROUTING ORDER: Dept Chair/Dir ( Unit Fiscal/Budget Officer ( Dean ( Research Accounting (grant funded only) ( BUD ( HR ( Provost/Vice President

Department Chair/Director
Date

Unit Fiscal/Budget Officer
Date

Dean
Date

For Budget Use Only:

	· E&G Roster 
	· Non-Roster Dept Funds

	· Other
	· Self-Support Funds

	
	


Comments:



Budget Office
Date

For Grant-Related Hires:

·  Adequate funding from start to ___________

·  Hire is based on pending index
Comments:



Research Accounting
Date
Approvals:


Provost/Vice President
Date


Human Resources
Date



BUDGET INFORMATION  	Index Code(s):   Please include labor percentages





Budget memo required if this is a new position or refill that exceeds salary range from Permission to Recruit.  Explain source of funds (roster residuals, self-support/fees, re-distribution from S&S, etc.) to cover additional salary and OPE (fixed and/or variable) expense. 
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