Request to recruit

Form Change
1
New updated form (Request to Recruit)

2.
Position number must be on all pages.

Process Change

1.
Chair must sign the request.

2.
Information on forms cannot be erased or whited out after it has been

signed by Dean or Executive Director.

3.
Approvals expire after 1 calendar year.

4.
Accuracy of information on the form is the responsibility of the


Department Administrators.  Errors, especially in salary amounts or


allocations, will require correction by the Administrator.

5.
Photocopies of pages from other approvals are inappropriate, and will be

rejected.

6.
Sequence:  New requests should be submitted directly to Mr. Potyraj who will then send it to the Dean.

