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introduction
There are currently five types of transaction request forms available:
· Additional Payment
· Change of Status
· New hire – faculty/staff
· New hire – student
· Termination
The information below will provide you with guidance on how to submit different types of transaction requests, and what information will need to be included in each type of request.
· Each section (example: Regular Faculty, Adjunct Faculty) will hyperlink to the appropriate request form type. 
· Each section also contains a list of the information that is required by the Hub to process a transaction. When unsure of what information to include, please reach out to the Hub.
· If there is not a dedicated field on the request form for a particular type of information, please include that information in either the “Special Instructions” field, or add as an attachment.
· The most efficient way for the Hub to communicate is via the Comments feature on the request forms. Please be aware of this and check your requests for new comments regularly.
This guide is intended as a reference for how to submit transaction requests to the Hub for processing. Please consult with your departmental HR Representative on the appropriate appointment. 

Transaction requests
Academic Appointments
Regular Faculty
Required information
Data collection form (when new to the UI)
Offer letter 
CV
Job ad / waiver number 
MFK
Start/end dates 
Salary
Percent time
Other information that may be needed
· Degree verification for international degrees
· Immigration info
· Letters of recommendation
Complimentary Faculty
Acts as either a placeholder for a future paid position, or for access to UI systems.
Required information
Data collection form (when new to the UI)
Offer letter (including additional research questions if applicable)
CV
Start/end dates of complimentary
MFK 
Adjunct payment
Requires a complimentary appointment. Please reference the section on Complimentary Faculty above.
Required information
Temporary job advertisement (when new to the UI)
New offer letter 
Start/end dates of semester
Salary
Percent time
MFK
CLAS Budget CAFE approval
Visiting Faculty – Short Term
1 semester / 5 months or less
Required information
Data collection form (when new to the UI)
Offer letter
CV
Temporary job advertisement
CLAS Budget CAFE approval
Start/end dates of semester
Salary 
Percent time
MFK
Other information that may be needed
· Degree verification for international degrees
· Immigration info when needed
· Letters of recommendation
Visiting Faculty – Long Term
1 year or longer. No more than 3 years.
Required information
Data collection form (when new to the UI)
Offer letter
CV
Job ad / waiver number 
Start/end dates 
Salary
Percent time
MFK 
Other information that may be needed
· Degree verification for international degrees
· Immigration info when needed
· Letters of recommendation
Notes
Can only be reappointed after they have been gone for 1 year
This position is benefits eligible
[bookmark: _Complimentary_only_(no]Staff Appointments
Regular Staff (hired through OTAC)
Required information (collaborate with HR Rep)
Offer letter
Resume
Job description
Req number
Start/end dates
Salary
Percent time
MFK
Temporary Professional Employee – PZ01 
Paid hourly (ex. bi-weekly non-student)
Required information
Data collection form (when new to the UI)
Offer letter
MFK
Start date (note: an end date of 2 years or less is required if more than 75%)
Pay rate
Percent time
Temp job ad #
Brief job description in comment section
Short-Term Temporary Professional Employee – PZ03
5 months or less, paid monthly (short term temporary staff, non-student)
Required information 
Data collection form (when new to the UI)
Offer letter (found in the Temporary Staff Hiring Manual)
Start/end dates
Pay amount
Percent time
MFK
Temp job ad #
Postdoctoral – FP01, FP02, or FP03
Required information (collaborate with HR Rep)
Data collection form (when new to the UI)
Offer letter
Start/end dates
Salary
Percent time
MFK
Job ad #
Research Interns – PZ50
Required information (collaborate with HR Rep)
Data collection form (when new to the UI)
Offer letter
Start/end dates
Salary
Percent time
MFK
Job ad #
Visiting Scholars – FV52 or FV56
Required information
Data collection form (when new to the UI)
Offer letter
Start/end dates
Salary
Percent time
MFK
Job ad
Guideline classification form
Complimentary Staff – P&S
Required information
Data collection form (when new to the UI)
Offer letter (including additional research questions if applicable)
Start/end dates
MFK
Student Appointments
Bi-weekly (hourly) – S job code
Required information
Offer letter (highly encouraged, not required)
MFK
Job code (s code)
Pay rate
Percent time
Start date (no end date - will need to submit termination request when time)
Notes
Bi-weekly work-study
· Has eligibility requirements
· Requires an end date (semester or AY)
Bi-weekly summer
· Need start/end dates (doesn’t go past beginning of September)
Short-Term Temporary Student – PZ02
Paid monthly
Required information
Offer letter (highly encouraged, not required)
MFK
Pay amount
Percent time
Start and end dates
Undergraduate TA/RA/Fellow – FT18, FR18, FT52
Required information
Offer letter
MFK
Salary
Percent time
Start and end dates
Graduate TA/RA/Fellow – FR19, FT19, FF52
Required information
Offer letter
MFK
Salary
Percent time 
Start and end dates
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