
PERSONNEL ACTION 
PRESIDENT’S APPROVAL FORM

Pursuant to President Haynes’ memo dated November 19, 2004 regarding the partial hiring freeze, all requests to hire permanent employees or temporary employees beyond June 30, 2005, must be approved by the President.  This form must be completed and the signature of the President obtained prior to any processing of personnel transactions by Human Resources and Equal Opportunity (HREO).


Instructions: Download file to your desktop. Open the form in MS Word, use the Tab key to move through the form and input data. To check boxes left click mouse “arrow” on box. Save completed form. Print on pastel YELLOW PAPER and send to HREO with attached signed supporting documents.  Submit to Human Resources and Equal Opportunity, attention: Kathleen Corona.

1.  Type of Request:
 FORMCHECKBOX 
 Permanent New Hire   
          FORMCHECKBOX 
 Temporary Hire Beyond 2005  

   FORMCHECKBOX 
  Replacement Hire    

​​​​​​​​​​​
2. Department Name:             


Employee Name:      
(If applicable)
3. Title of Position:       



Position Number:      
4. Specific budget line which will cover cost: budget information

4. Briefly explain how this action is essential to the educational mission and operational needs of the University.  Provide justification below or on an identified attached document.
insert text here
______________________________________________________________________________________________
Department Manager



        Printed Name



 Date

Reviewed and Endorsed By Appropriate Division VP:
______________________________________________________________________________________________
Provost/Vice Presidents


 
       Printed Name



Date
Submit for HREO Review:

 FORMCHECKBOX 
  Yes       FORMCHECKBOX 
  No
______________________________________________________________________________________________
President










Date
* Forward Student Assistant authorizations directly to Payroll Services.

