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PROPOSAL TO HIRE


       Updated February 2015
Prior to Job Offer - Complete this form and return it to Human Resources for all recruitments posted through the University website.
	Position Title 
	
	Supervisor
	

	 Department 
	
	IRC Number
	


Instructions: Once a final candidate has been identified, complete this form and return it to Human Resources.  A job offer cannot be made until this completed form has been received and processed by Human Resources. 
List information for all candidates interviewed: Name, Interview Date, Interview Comments (focus on the candidate’s job-related skills or the lack of required skills) and Action Code.  (Interview questions and reasons for selecting or not selecting candidates must be based on job-related criteria).  Acquire Offer Approval Signatures and submit completed form to Human Resources.
Action Codes


	(1)   Candidate chosen for position
	(5)   Withdrew after interview

	(2)   Could not reach by contact information provided
	(6)   Salary expectation/needs exceeds department's ability    

	(3)   Declined Interview
	(7)   Candidate interviewed, but not selected

	(4)   Candidate did not show up for interview
	(8)   Other (please explain)

	
	


Candidates chosen to interview

	Name
	Interview Date
	Interview Comments
	Action Code

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Reference Check (A minimum of two professional references are required before an offer is made)

	Name
	Relation/Comments
	Date Completed

	
	
	

	
	
	

	
	
	


	Candidate Selected
	Proposed Salary/Rate
	Moving Expenses Recommended?
(Admin/Professional positions only)
	Proposed Start Date

	
	
	( No      
( Yes       Up to (amount): $ _____________
	

	Employee FLSA Status
	Hours Per Week
	Benefits Classification – Circle One (see page 2)

	( Admin/Professional (Exempt)
( Staff (Non-Exempt)    
	
	BB                    BBR            NBS
BMR                 NBB


All signatures MUST be received in order for HR to process and make an offer:
Signature of Hiring Supervisor:  






_________               Date:
_________



Signature of Division/School Budget Approver: 




_________               Date:





Signature of Provost Budget Approver (if applicable):


________________                Date:





Signature of Provost or Vice President (if applicable):



_________               Date:





	Human Resources Only: Revisions to Offer 
	Proposed Salary/Rate
	Proposed Start Date
	Date Accepted

	
	
	
	


Signature of Human Resources





_________________
     Date:




__
Employee Classifications:
[image: image1.png]Employee Status Scheduled Time Proposed Benefits

Regular Full-Time (BB) 37.5 or more All Benefits

Regular Part-Time (BMR) 30.0t0 37.4 Medical & Retirement only

Regular Part-Time (BBR) 20.0t029.9 Retirement only

Regular Part-Time (NBB) Less than 20 None; delayed Retirement @ 1000 hrs

All Benefits (excluding exceptions i.e. Tuition
Remission, Adoption Expense Reimbursement]

Temporary Part-Time (BMR) ~ 30.0to 37.4 Medical & Retirement only

Temporary Part-Time (NBB)  Less than 29.9 None; delayed Retirement @ 1000 hrs
Temporary Part-Time (BBR)*  20.0t029.9 Retirement only*

Any (assignment cannot exceed
120 calendar days) Excludes None
semester hires per ACA

Temporary Full-Time (BB) 37.5 or more

Faculty (BB) 5/8ths time or more All Benefits
Faculty Part-Time (NBB) Less than 5/8ths time None

Less than 25 (coordinate and
Undergraduate Students (NBB) restrict work hours for concurrent None
assignments)

Less than 25 — with possible None

Graduate Students (NBB) ) "
exceptions for certain programs

Possible exceptions for certain programs

Grandfathered Employees An Continue benefit eligibility as provided as of
(BBG) v December 2014

* Employee either worked 1000+ hou:

orevious year OR is scheduled to work at least 1000 hours in current assignment





