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HUMAN RESOURCES FORMS

If the form is in o format other than o PDF file, save it to your computer before you begin to fill it

out,

New Employee Forms
s IRS Forrm W-4

e Do  Schedule

Day and Holida

Personnel Requisition Form

Direct Deposit Forms — Contact Human Resources

+ Outside Employment Policy and Form

» Recreational Center Membership

* University Parking Permit Enroliment

» -9 Lists of Acceptable Documents

o All SRSU employment is predicated upon the assumption of eligibility of employment in the
United States and validation of the documentation required by the Department of
Homeland Security. Human Resources will assist in the completion of the Employment
Eligibility Verification Form 1-8 as required by the Homeland Security and will verify the
original acceptable documents.



PERSOMNMEL REQINSITION
Sul Foes State University
Instructions: The department head will complete he Personnel Reguisiton form including justification for the new or
vacant budgeted position and obtain signatires up to the Division Head. The Division Head will place the personns!
requisition on the Executive Cabinet agenda for consideration. HR will verify employment eligibility. The Budget Offics
will werify funding and approve dates of emplayment. The President has final authority o approve posting & position.
This form is subject to reviewirevision.

Date of Requistion Srrn24

Department

Driepartment FOAPA

Applications sent to

SREU dob Tite

Salary Requested

Funding must ba veriflad by Budgst Offica priar to submiaslon te HR

FinanceBudge: Date
peint nacma SRanAnIre
Sl By Inclusive Dates:
Tesnpovany Paskidn Inchusive Dates:
Pemmanent, Full Time Beginning Date:
m Penmmansnt, Part Time Beginning Diate:
apu;tea Replacement Position FacAYon

Last Working Date

hew Postion; propossa job
description atached.
Existing SR5U job classifsaton;
job descripticn on file in HR.
New BRE job classication; job
descripbon attaches.

Campus:
| Aipans [:]Eagie Pass I:[Df-« Rio ]:[ Uwalde E[F:en‘mxe: reportng to {specify camgus)
JUSTIFICATION: Explain the need for this position, you may use one separaie sheet of paper f neeced.
All requests must be submitted on this ferm ang from the Deparmment ChairBupervisor
Requested by:
Department Heag Sognatunz Date
Print tHame
Dz WP | neadea) Date
nnt name sigrature
Dwision Head Date
anm name sigratur

Intemal Use Only - Human Resources
Thig form must b completed and signed before position is posted by Human Rescwess
Juib Code:
Salary Group:

Posaion #:



When to use a PRF

1. To create a new position — faculty, staff, student, temporary monthly, and temporary hourly
a. Must indicate beginning date
b. Must have job description attached
c. Must indicate campus
2. To fill a vacant position - faculty, staff, student, temporary monthly, and temporary hourly
a. Must indicate beginning date
b. Must have job description attached
c. Must indicate campus
3. To reclassify a position — faculty and staff
a. Must indicate beginning date
b. Must indicate new or additional duties in “Justification” block
c. Must indicate campus

PRF Approvals

All PRFs must include Budget, Department Head, Dean/AVP, and Division Head (VP or President)
signatures.

Budget

Funding must be verified by Budget Office prior 1o submission to HR

Finanee/Budget Crate
prnt name signaturs

Department Head, Dean/AVP, and Division Head
Reguested by

Department Head Signaturs Date
Print Mame
Drean/ AV P (if needed) Date
oAt wame signaturne
Diivision Head Dats
ot ranme sgnatne

Human Resources

Internal Use Only - Human Resources
Thiz form must be completed and signed befere pesition is posted by Human Resources

Job Code:
Batary Group:

Puosition #:

HR returns the PRF to Budget for additional approval.




