AUTHORIZATION TO HIRE HOURLY EMPLOYEE (Must be approved Before Recruiting)

Attach list and describe the primary duties of the requested part time position

(Assign percentages of time.  Percentages should total 100%):

CLASSIFIED HOURLY   _____   (Job Description & Ad must be attached)         POSITION NO.  ____________  
 DATE   _____/_____/_____   ____ STATE FUNDS  ____ FEDERAL FUNDS  HOURLY RATE $_________ PAY BAND  _____
CAMPUS   00  AIS FUND  _____________  AIS DEPT  ___________ AIS ACCOUNT ____________ ROLL CODE __________   
FREQ CODE ___________   PER CENT ______________ DEPARTMENT ________________________________  

POSITION TITLE     ____________________________________________________________________
BEGINNING PAY PERIOD  ______/______/______  WORK HOURS AVG. OF _____ OR ____ HRS PER WEEK
FIRST CAMPUS EFFECTIVE EMPLOYMENT DATE   ___________________ TO _______________________________ 
JUSTIFICATION OF NEED    _________________________________________________________________________ 
_____________________________________________________________________


_____________
RECRUITING SOURCES  












APPROVAL TO RECRUIT
	APPROVAL
	NAME
	SIGNATURE
	DATE

	Supervisor
	
	
	

	Dean/Director
	
	
	

	VP for Instruction & SS
	Dr. Michael Scott 
	
	

	VP for Finance & Adm.
	Dr. Joyce Edwards
	
	

	VP for CEWS
	Mr. Gary Keener
	
	

	President
	Dr. Richard Teaff
	
	


RETURN TO HUMAN RESOURCES FOR RECRUITING
INDIVIDUAL RECOMMENDED 




         
      
APPROVAL TO HIRE
	APPROVAL
	NAME
	SIGNATURE
	DATE

	Supervisor
	
	
	

	Dean/Director
	
	
	

	VP for Instruction & SS
	Dr. Michael Scott 
	
	

	VP for Finance & Adm.
	Dr. Joyce Edwards
	
	

	VP for CEWS
	Mr. Gary Keener
	
	

	President
	Dr. Richard Teaff
	
	


8-11                                 RETURN TO HUMAN RESOURCES AFTER COMPLETION
