[image: image1.jpg]OSHKOSH

Office of Human Resources



Academic Staff Rehire

     Complete this form to request a rehire of a part-time/temporary academic staff position

Academic Staff Rehire


To ensure timely payments, please submit the signed form and other required paperwork to Human Resources by the fifth (5th) of the calendar month in which the action is effective. Due to the volume of actions received, paperwork received after the 5th of the month may result in delayed processing.
	Employee Name:      
	Person ID: 
     

	Mailing Address:       
	City, State, Zip:
     

	Employee Email:  

	Department:         
	Contact Name (Prepared by):      

	Contact Email:      
	Contact Phone:      


 Check here if no changes to Terms of Contract, Contract Details, Department Number Funding from previous 
       year for this employee
NOTE: You still must input the Actual Start and End Date of Contract.
	Terms of Contract

	Fixed Term Contract Period: 
 One Semester Only 

 One Year Only 

 Annual

	Actual Start Date:      
	Actual End Date:      

	Annualized FTE:       
	x Base $     
	= Actual Salary: $     


	Contract Details

	Title:      

	# Credits (Teaching):      

	Contingencies (if any): Subject to funding

	Professional Responsibility*:      


*See Professional Responsibility requirements on page 2
	Department Number Information

	Dept No. to Charge:      
	Percentage:      

	Dept No. to Charge:      
	Percentage:      

	Dept No. to Charge:      
	Percentage:      


Comments:      
	Approvals - Obtain Dept. Chair/Supervisor and Dean/AVC then route to Budget Office

	Dept Chair/Supervisor
	Date
	Human Resources
	Date

	**Dean/AVC
	Date
	**Vice Chancellor/Chancellor
	Date

	Budget Office 
	Date
	**Two signatures required if two units involved

	-- For Human Resources Use Only--

	FTE: 

(point in time)   ( CBC
   (  HRS    (  Funding    (  Benefits/WRS    Contract Sent: 

 



Attachments
Attach a copy of the position description.
Routing for Signatures

The signatures below must be completed prior to submitting to Budget Office:

1. Dept Chair/Supervisor

2. Dean/AVC

3. Send to Budget Office (includes grants approvals). Budget Office will route to Human Resources. 

Human Resources will route to Vice Chancellor/Chancellor as appropriate.

Revised: 08/25/2016
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