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	SONOMA STATE UNIVERSITY
Appointment of Temporary Faculty

For temporary faculty appointments other than academic year or intermittent appointments


Instructions:  This form is used for the appointment of temporary faculty in the categories listed below.   Other forms or procedures are available for the appointment of temporary intermittent faculty.  Note that appointments to most of these job codes will accrue vacation pay.  When the form is completed, submit it to Faculty Affairs.  If you have questions regarding use of this form, call Faculty Affairs at 664-2192 (CRS 877-735-2929 TTY).  Send faxes to 664-4060.

If this individual is not a current employee at Sonoma State University or has worked as a student employee only,

please enclose a curriculum vita or resume which shows name, address, phone number, and education and work experience.  

Such individuals will also need to complete employee sign up through Employee Services.
	HR Department Name:        
	HR Department Number:     

	Employee Name:      
	Employee ID:       
	(not applicable for new employees)

	
	Employee Rec No.   
	

	Payroll Unit:      (Payroll unit is used for proper sorting of paychecks at distribution)
	PeopleSoft Position Number:      

	Start Date:      
	End Date:      
	Full-time Pay Rate, per month $      
	Time Base:     
 % 

	Range at which appointed:  FORMDROPDOWN 
  (not required for all job codes)


 FORMCHECKBOX 
  Coaching Faculty  Class/Job Code:     

 FORMCHECKBOX 
  Lecturers in 12-month Appointments (Job Code 2359)


Temporary Librarian:   FORMCHECKBOX 
 12 Month  (Job Code 2920)          FORMCHECKBOX 
  10 Month, paid over 12 months  (Job Code 2919)
Grant Funded Assignment:     FORMCHECKBOX 
  12 Month (Job Code 2359 or 2361)                 FORMCHECKBOX 
  Academic Year  (Job Code 2358 or 2360)

 FORMCHECKBOX 
  Student Services Professional, Academic-Related in 12-month Appointments   Class/Job Code:     
 FORMCHECKBOX 
  Student Services Professional, Academic-Related in Academic Year Appointments   Class/Job Code:     
 FORMCHECKBOX 
  Other (include pay title and job code)      0.0 IF Timebase > 100 "** Error: Time Base cannot exceed 100 **" " > 0, "3 IF  > 0 "**Error: Time Base must be a multiple of 2 or 5 **" "" \* MERGEFORMAT 
**Error: Time Base must be a multiple of 2 or 5 **
" "" \* MERGEFORMAT 
" \* MERGEFORMAT 

	Distribution of Labor Cost
	Use this section to identify funds from which this position is to be paid.

	Acct
	Fund
	Finance Dept ID
	Program*
	Class*
	Project/Grant*
	Percentage applied to appointment

	601100
	     
	    
	     
	     
	     
	     %

	601100
	     
	    
	     
	     
	     
	     %

	601100
	     
	    
	     
	     
	     
	     %

	601100
	     
	    
	     
	     
	     
	     %

	601100
	     
	    
	     
	     
	     
	     %

	*only if applicable; not required for all appointments                                          Total:
	0 FORMTEXT 

0%
  (must equal 100%)

	Financial Services Use Only
	 FORMCHECKBOX 
  Department
	 FORMCHECKBOX 
  Pool  ________________
	 FORMCHECKBOX 
  Appointment  ______________________

	Financial Services Director
	Date
	Keyed into PeopleSoft on


Form Completed By:  ___________________________     Date:___________
Review and approval:

Department Chair

Date

School Dean/Director

Date

(Faculty Affairs use only)
Approved and Keyed into Peoplesoft on Date_______________  Copy sent to Budget on____________

A copy of this document will be filed in the faculty member’s or employee’s Personnel Action File

�PAGE \# "'Page: '#'�'"  ��Enter Time Base Percent as a whole number, between 2 and 100.  2 = 2%, 100 = 100%.  Value entered must be divisible by 2 or 5.
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