Request to Hire Form

This form has been developed to assist you in the recruitment process. The following steps for hiring an individual for a position (after PAF/NPPCRF approval) are outlined below.

(1) Request To Hire Form Submission/PAF/NPPCRF Review

(2) Background Check/Reference Check Clearance

(3) Offer Letter Generation for Vice President Approval

(4) Offer Letter/New Hire Paperwork Forwarded to Prospective Employee

(5) New Hire Paperwork Returned to Human Resources by Prospective Employee

(6) Employment Begins

Please complete the following in order to extend/request an offer of employment for the following person:

NAME: ______________________________________________________________________


                                          (Name of individual to fill the position.)

POSITION TITLE: ____________________________________________________________
STARTING DATE: ________________________ THROUGH: ________________________











(if applicable)

RECOMMENDED HOURLY RATE:  $____________________________________/HOUR

RECOMMENDED ANNUAL SALARY :  $___________________________/YEAR/TERM

IS THIS AMOUNT OVER APPROVED SALARY:            YES _________  NO __________

                                            (If yes, please contact Human Resources for further instructions.)

WOULD YOU LIKE HUMAN RESOURCES TO CONTACT INDIVIDUAL TO OFFER HIM/HER THIS POSITION?



    YES _________  NO __________

Please Attach:

(1) Copy of Approved PAF/NPPCRF (Personnel Action Form)

(2) Original Interview Evaluation Forms for All Individuals Interviewed for Position

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

SIGNED: ___________________________________________ DATE: ___________________

                             Department Chair/Program Director

Office of Human Resources

2/8/2006


