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     Part-Time Faculty Requisition


For Use in Filling All Open Part-Time Faculty Positions

(Please see reverse for detailed information on use of form)

Please Print or Type

SECTION I – To be completed by the Dean  
	Department Name
	 Part-Time



	Fund/Organization/Account

_  _  _  _  _  _/_  _  _  _  _  _/_  _  _  _  _  _

	Date Needed                                           


	Salary




	( Position #_____________

( Reallocation from Position #_____________


	Position Rank


( Adjunct Faculty

( Other ​_______________



	
	Signature, Dean



Date




AFTER COMPLETION, FORWARD TO BUDGET MANAGER, TREASURER’S OFFICE

SECTION II
	Position Class 
	Employee Class 



	Position Number 

	Position Group


	Signature, Budget Manager



Date
	Signature, Treasurer



Date




AFTER COMPLETION, FORWARD TO THE HUMAN RESOURCES DEPARTMENT 

SECTION III
	Requisition Number


	

	Signature, Human Resources
	Date




RETURN TO DEAN’S OFFICE
 (Revised 2008)

 (See reverse side for requisition form instructions)

The Role of the Part-Time Faculty Requisition Form in the Hiring Process

Note:  This outline does not address all of the steps involved in the hiring of part-time faculty members; it is meant primarily to clarify and to provide guidelines on the use of the Part- Time Faculty Requisition Form.  Please see the Part-Time Flow Chart for a complete account of all the steps involved in recruiting and hiring part-time faculty.
1.0 When a college is ready to fill a part-time faculty position, the appropriate Dean’s Office fills out Section I of the Part-Time Faculty Requisition Form and sends the form to the Budget Manager in the Treasurer’s Office.
2.0 The Budget Manager completes Section II of the form, which includes signing and dating by the Budget Manager and the Treasurer.  The Treasurer’s Office forwards the form and to Human Resources.

3.0 Human Resources generates a requisition number in Banner, signs and dates Section III of the form.  Human Resources then sends a copy of the form to the Dean Office, and the Chair of the department involved. 
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