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PERSONNEL AUTHORIZATION FORM

	Instructions:
1. This form is to be completed by the PI or deligated Designee.  
2. Section A, B and C must be completed and submitted prior to starting the recruiting process. 
3. Section D is completed after an applicant is chosen for hire.

PI/Designee Acknowledgement:
The submission of this form is done with the understanding that 1) there are sufficient funds in the account(s) below to request new personnel; 
2) an accurate PAIRE position description is attached with the Personnel Requisition form; 3) the account(s) listed is/are appropriate to charge for this position and 4) a VA “Without Compensation” (WOC) appointment will be obtained for the personnel hired from this requisition.




Section A:  Project Information:  Research Study Title and RDIS Project # Required
	Principal Investigator:
[bookmark: Dropdown5]
	PI Email:
[bookmark: Text83]     
	PI Phone/Extension:
[bookmark: Dropdown6]

	Supervisor (if different than PI):

	Supervisor Email:
     
	Supervisor Phone/Extension:


	Project Title(s):

	Project  Number(s) to charge (found on RDIS):
[bookmark: Dropdown2]

	If other non-PAIRE support is needed to fund the position, list them here with the appropriate percentage’s of effort, as needed:




[bookmark: Check40]Section B:  Employment Information 
	
[bookmark: Check41]|_| New position	|_|Replacement for 			 (name of departing employee)

	PAIRE Job Title:
[bookmark: Dropdown8]
	Standard # hours/week
[bookmark: Dropdown7]
	[bookmark: Dropdown3][bookmark: Check11]Pay Rate Requested:   
[bookmark: Check12]|_|per hour	|_|salaried
	Requested Start Date:
[bookmark: Text104]     

	[bookmark: Check13]Position is:
[bookmark: Check43]|_|Postdoc position (40 hours or more/week, eligible for health benefits and deferral to 401k plan; not eligible for paid leave/401k match/pension)
|_|Full time (30 or more hours/week; eligible for paid leave, health benefits, and 401k benefits)
|_|Part time (20 - <30 hours/week; eligible for paid leave and 401k benefits)
|_|On call (fewer than 20 hours/week; 401k benefits)
[bookmark: Check23][bookmark: Text81]|_|Temporary (24 months or less; no benefits*) requires a Not to Exceed Date:       (date); hours per week      
*After 12 months of employment temporary employee is eligible for 401k plan participation.


[bookmark: OLE_LINK1][bookmark: OLE_LINK2]
Section C:  Recruitment Information
	Required sites to post:
|X|PAIRE website, www.paire.org 	|_|CA Employment Development Department (EDD)

	Please indicate other posting options:
|_|Craigslist	|_|www.Postdoc.com	|_|www.Idealist.org	|_|www.amstat.org	
|_|www.imdiversity.com	|_|NACE Link.  	|_|http://www.bajobs.com/	|_|Palo Alto University	

	We can list up to 15 schools on NACE Link.  Please select your preference from the schools below.  
|_|UC Davis	|_|UCLA	|_|UCSC	|_|Stanford	|_|UC Berkeley
|_|UC Merced	|_|Cal Poly 	|_|Santa Clara University	|_|East Bay Hayward	|_|San Jose State

	[bookmark: Text96]If your preferred school is not listed, please list the names here:       



Section D:  Employment Authorization – New Employee Information 
	This section is for Employment Authorization, and must be completed after an applicant has been chosen, and before an offer letter will be sent.

	Employee Name:
     
	PAIRE Job Title: 	|X|same as above
     
	First day of Work:
[bookmark: Text90]     

	Pay Rate requested:  (Note:  Refer to PAIRE Salary Schedule for guidelines or contact Kimberly at ext. 60170 for assistance.)

[bookmark: Check7][bookmark: Text93][bookmark: Check8]$_     _|_|per hour  |_|per year 
	Pay Basis:  (Note:  Only 40 hours per week, exempt employees may be hired on a salaried basis.)
|_|hourly	|X|salaried
	Standard hrs/wk:
     

	
[bookmark: Text28]Requested by:      		     				
	Hiring Manager/Signature		Date


[bookmark: Text29]Authorized by:      		     				
	Kimberly Echeverri, Director of Human Resources/Signature	Date




10.01.06	PAIRE is pleased to be an Equal Opportunity Employer

	PAIRE USE Only
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	Sent to CGA on (date):

	Approved by (initials):
	Grant expires on (date):
	 N/A
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