Preparing a Transaction Request
(mainly focused on ‘New Appointment’ type request)
 
1. The role of the requester (this can be the department administrator or anyone else who initiates a transaction request):
· Confirm employee status (e.g., current, past, future/part or full-time/faculty or staff) and select correct transaction request form.
· Use the correct offer letter template to match job type (e.g., adjunct, biweekly staff, etc.) 
· CLAS faculty, postdoc, and complimentary P&S offer letter templates
· UI temporary staff offer letter templates
· CLAS graduate assistant offer letter templates
· Attach the offer letter, which should include:
· Signature and initial (i.e., background check clause) as required.
· Correct salary (check salary chart, found in DEO Tableau Dashboard, for academic positions).
· Ensure the correct effort on offer letter reflects the correct hours/effort on the request form 
· 25% VAP teaches a 3 s.h. course 
· 20% adjunct teaches a 3 s.h. course
· 12.5% temporary staff works an estimate of 5 hours per week
· Start date (beginning of pay cycle, academic period, etc.).
· End date (for on-going temporary employees (e.g., PZ01), 1 year default will be used if end date is not provided).
· Select correct position title/job code for appointment; needs to match offer letter 
· Consult with accountant for correct MFK.
· Ensure additional attachments are included, as required (for example):
· For NEW employee (no prior UI employment), data collection form must be attached.
· For visitor/adjunct appointments, cv and MAX approval must be attached. 
· For international graduate students, I-20 document must be attached.
· For grad students with active bi-weekly appointment, statement confirming they will stay within the 20 hour work limit must be attached. 
· For students working more than 20 hours a week, prior approval from Associate Dean and Graduate College must be attached.
 
2. The role of the Hub member (Transaction Initiator):
· Use correct type of transaction form (based on employee type) to process the request.
· Enter information accurately. The form will be returned to the requester if information is missing or incorrect.
· Attach relevant documents to transaction.
 




Workflow Reviewer Roles

The role of the department accountant 
· Check that the offer letter is signed.
· Ensure that the attached offer letter matches the name, salary, percent time, and effective date on the appointment form. TA offer letters should include a correct effort chart.
· Confirm available funding and correct MFK.

The role of the department administrator
· Check that the offer letter is signed.
· Ensure that the attached offer letter matches the name, salary, percent time, and effective date on the appointment form. TA offer letters should include a correct effort chart.

The role of CLAS HR Rep (Department level) 
· Check that the offer letter is signed.
· Ensure that the attached offer letter matches the name, salary, percent time, and effective date on the appointment form. TA offer letters should include a correct effort chart.

The role of CLAS Finance (Org level) 
· Final review.
 
The role of CLAS Senior HR Director 
· Tertiary review.
 

