PROPOSAL TO APPOINT – UNCLASSIFIED EMPLOYEES


It is requested that (Name)  

be offered employment for the period beginning  
and ending   
.

· New Position #:  
Default Index   

· Existing Position #:  
Replacement for  

Rank   
Administrative Title  

Department/Area   
School/Administrative Unit   

Prepared by Name
phone  
email   

· Is this position Unrepresented? (i.e. President’s Office, University Relations, FADM, AFM or ATH)

· Is this position Excluded from AAUP? (include an explanation of exclusion in the Position Description)








APPROVAL ROUTING ORDER: Dept Chair/Director(Dean/Exec Dir((Provost-OAA only)(BUD(AFM(HR(Provost/Vice President


Department Chair/Director
Date


Dean/Executive Director
Date

 BUDGET OFFICE USE:


	· E&G Roster 
	· Non-Roster Dept Funds

	· Gift/Grant Funds
	· Self-Support Funds

	· Other
	


Comments:


Budget Office
Date

Affirmative Action Guidelines Followed:


Director, Affirmative Action 
Date

Additional Approvals:


Provost/Vice President
Date


President (required for indefinite tenure)
Date


Human Resource Center
Date

Required Attachment Checklist:





Draft Letter of Offer 


Circle One


Position Description or 


Position Analysis Form (Academic Professionals) or


Supplemental letter (Tenure-Related Faculty)


Circle One


Affirmative Action Hiring Report or


Affirmative Action Waiver Request


Resume





Type of Appointment (check one from each section  -----)





Ranked Fixed Term 


Unranked Fixed Term


Represented Academic Professional


Job Family(HR will complete)________________________ 


Annual (Tenure Track) 


prior service credit ?    none / 1 year / 2 years / 3 years


Indefinite Tenure


Renewable


Non-Renewable 


9-month Term of Service


12-month Term of Service





BUDGET INFORMATION  





Identify salary source below if AFM waiver OR amount offered exceeds salary range on Permission to Recruit form. 








Annual Salary Rate   	Budgeted Salary (Current FY)    





Appointment FTE   	Annualized FTE (Current FY)    











09/30/05 Eclass_______ N/O ____ PS Credit ____ OT Eligible ____ Scanned ______ Emailed _____ Log _____ Web _____


