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Appointment Form for Civil Service and Bargaining Unit Staff

Complete this form to hire a Civil Service or bargaining unit represented employee:



Continuing or temporary posted appointments: Employment exceeds the lesser of 14 hours per week, or 35% of a normal workweek, or more than 67 days in a calendar year. This position must be posted before the hire can be made. (Complete the form “Authorization to Post a Position” to request the position be posted.)  Attach copy of offer letter and approved authorization and request to post.


Temporary no-post appointments:  Same requirements as above, but the appointment is less than 6 months in duration.  AFSCME or Civil Service positions only.  Attach copy of job description, offer letter, and approved authorization and request to post.


Temporary and casual appointments: Employment does not exceed the lesser of 14 hours per week or 35% of a normal workweek or less than 67 days in a calendar year.  Not intended for students registered for 6 or more credits.  This is a calendar year appointment and a new Appointment Form must be completed for each calendar year that the employee works.  Advertising this position is not required.  Attach copy of job description, offer letter, and approved authorization and request to post.  



Augmentation, summer appointment or other additional appointment. Attach copy of rationale, job description, offer letter, and approved authorization and request to post
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 form.

Name of Person Hired:




Social Security #:

U of M student:
yes  - or -  no
Date of Birth:
# of credits registered/semester:



Financial Aid Approval:


Appointment Information

Requisition number:
Entity/Dept. ID:
Classification Title/Number:
Percent time or # of hours/week:

Temporary or Continuing:
Term code:
Rate of Pay:


Start date:
End date (if temporary):
Account String:


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: ____________

New or Replacement (If replacement, name and ID of employee who was replaced):
Notes:
Supervisor signature
Supervisor Employee ID # 
Date
APPROVERS’ INITIALS:

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:



Employee ID/Rcd #:

Position Management #::




UMM Appointment Form: Faculty/PA





Rev: 2/2011











Route this form to:


UMM Human Resource Office


309 Behmler Hall











The University of Minnesota is an equal opportunity educator & employer.

( 2000 by the Regents of the University of Minnesota.

