	Department:     


REQUEST FOR NEW FACULTY/STAFF APPOINTMENT

Procedure

New Employee:
Employee must be processed by Human Resources before submission of this form.

Faculty Position:  Complete form and attach completed Request to Fill Faculty Position form and credential information.  Detail workload (Adjunct/GA) in comments below. 

Staff Position:  Complete form and attach completed Personnel Vacancy Form.

**Upon completion, send to Academic Financial Services.

	Name:     
	Home Phone:
	TWU ID #:     

	Last
	First

	Address:     
	     
	     
	     
	     

	Street
	Apt. #
	City
	State
	Zip

	Personnel Vacancy #     
	Previously employed at TWU?
	No  FORMCHECKBOX 
      Yes  FORMCHECKBOX 

	Date last employed      
	Position held      

	Budget Line No:     
	Tenure Code:     
	Highest Degree:     


	Replacement for:     
	Name of Supervisor to approve timesheet:     


	Begin Date
	End Date
	Account No.
	Title
	FTE%
	Appointment Salary
	Monthly/Hourly Rate

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	Comments:     

	     


Signature(s):

	Chair/Associate Dean:                                                                            
	Date:                                     
	Dean:                                      
	Date:

	Associate Dean Research (Grants & Contracts Only):
	Date:

	Dean Graduate School (GA):
	Date:


For Office Use Only

Approval:  _______________________________
Date:  _______________________________


