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Request to Hire Form
Hiring Administrator: 

Complete the following to request an offer of employment.

NAME: ________________________________________________________________


                                          (Name of individual to fill the position.)

POSITION TITLE / FACULTY RANK: ________________________________________
STARTING DATE: _______________________ THROUGH: _____________________











(if applicable)

ADJUNCT FACULTY EMPLOYMENT:
Semester (please circle one):   
Fall       Spring      Summer 
      Year__________
Course Number / Title:________________________________________ Credits:______

Course Number / Title:________________________________________ Credits:______
Course Number / Title:________________________________________ Credits:______
Course Number / Title:________________________________________ Credits:______
Total Number of Credits:______
RECOMMENDED HOURLY RATE:  $____________________________________Hour
RECOMMENDED SALARY:  $____________________________________ Year / Term
IS THIS AMOUNT OVER APPROVED SALARY:                 Yes ________  No ________
(If yes, please contact Human Resources for further instructions.)

Attach the following documents to ensure complete processing:
(1) Copy of Approved Personnel Requisition
(2) Original Interview Evaluation Forms for All Individuals Interviewed for Position

(3) Original Employment Applications for All Individuals Interviewed for Position

The Office of Human Resources will extend offer of employment to final candidate upon receipt of all documents listed above.

Hiring Administrator Signature: ___________________________ DATE: ____________
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