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Appointment Change Form for CSBU Staff

Complete this form to change an appointment for Civil Service or Bargaining unit position. 

  

Change an appointment for Civil Service or bargaining unit staff 
· Review Civil Service work rules or bargaining unit agreement for process requirements.

· Enclose a signed letter of agreement from the employee. 

· Attach required documentation to this form.

_

Place an employee on leave of absence  

· Review Civil Service work rules or bargaining unit agreement for process requirements.

· Attach the employee’s request/notice for leave and the supervisor’s authorization.

Please obtain all signatures of approval before forwarding this form and its attachments to the UMM Human Resource Office.  Contact UMM Human Resources with questions about completing this process and this form.

Employee name:
  

Employee ID:
  



Current Appointment Terms
New Appointment Terms
Job Title/Code: 

Job Title/Code:
  
Entity/Dept. ID:

Entity/Dept. ID:
 
Term:

Term:
 
Percent time:

Percent Time:
 
Hourly rate:

Hourly rate:
 




Effective date of change: 
 
Account String:

Current:
Fund:

DeptID:

Program:

CF1:

CF2:

New: 
Fund:

DeptID:

Program:

CF1:

CF2:

Pre-employment screening?

n/a

B & G Worker 

Access to Bldgs. 

Credit Card
Charge background screening to:

Account String:     Fund: ________   DeptID:________
Program:  _______  CF1: __________  CF2: ____________

Reason for change/Notes:
Supervisor signature
Supervisor Employee ID # 
Date
APPROVERS’ INITIALS:

VC Group Approval Date:
VC or Dean

Financial Officer/HR

Complete for Grant Funded Positions ONLY: 

Grants Office Approval

Total Funding Period

Total Funding


For Payroll Office Use Only:
Position Management #:
 






UMM Appointment Change Form:


CSBU





Rev: 2/2011








Route this form to:





UMM Human Resource Office


309 Behmler Hall













