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Appointment Form for Faculty and P & A Staff

Complete this form after successfully hiring a candidate for any open Faculty or P&A position.  


Hire full-time employee: 


Offer letter is sent from Vice Chancellor’s Office, with a copy attached to this Appointment Form.


Hire part-time employee: 


Offer letter is sent from division/department, with copy attached to this Appointment Form.

Please obtain all signatures of approval before forwarding this form and its attachments (CV/Vita and official transcripts) to the UMM Human Resource Office.  Contact UMM Human Resources with questions about completing this form.

Name of Person Hired:


Social Security #:

Highest Degree Awarded:

Date of Birth:

Where Received:


Citizenship:

Mailing Address (for hiring letter):
Appointment Information

Requisition Number:

Entity/Dept. ID:

Classification Title/Number:
Percent Time:


Term:

Type*:




*if Tenure Track, list years prior credit:
Base Term Start Date:

Actual Start Date:

Base Term End Date:

Actual End Date:

Base Salary:

Actual Salary:

Account String:


Fund:

DeptID:

Program:

CF1:

CF2:



New or Replacement Position (If replacement, name and ID of employee who was replaced):


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 #:

Comp Rate:



Position Management #:

Paid over 12:
yes
no
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Route this form to:


UMM Human Resource Office


309 Behmler Hall













