Texas A&M University-Commerce
Staffing Request

Date:      
Complete and forward to the Department of Human Resources.

	     
	     
	     

	Position
	PIN
	Hiring Department



 FORMCHECKBOX 
  Existing Position

Replacement for: 
      

 FORMCHECKBOX 
  New Position

Position will be:
 FORMCHECKBOX 
  Part Time
Percent (75%, 50%, etc.)        Position presently in Budget?
 FORMCHECKBOX 
  Yes  FORMCHECKBOX 
  No



 FORMCHECKBOX 
  Full Time
Does this position maintain general office hours of 8:00am – 5:00pm?


 FORMCHECKBOX 
  Yes
  FORMCHECKBOX 
  No—Required Hours
     
Will this position be required to drive a University vehicle?


 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

Skill and/or Special Requirements:  As specified in attached Job Description

Justification for filling position: 

Department of Human Resources use only.

Salary Zone:  ________________________________
Salary Range:  __________________________________
Beginning Salary:   __________________________________
_____________________________________________________

__________________________________________
Department Head






Date

_____________________________________________________

__________________________________________
Dean of College






Date

_____________________________________________________

__________________________________________
Vice President







Date

_________________________________________________

______________________________________
Department of Human Resource
s




Date

