Personnel Request Form

Intramural Grants

Part 1. To Be Completed and Signed by Principal Investigator

(Please Print)

Name of person to be added to payroll: ______________________________________________

Personnel Appointment Begin Date: __________________ End Date: _____________________ 

Pay rate: $____________ per ___________________ Job Titles: ________________________

(See your Departmental Payroll Coordinator if you need information on pay rates/job titles.)

Job duties: ____________________________________________________________________

_____________________________________________________________________________

Type of grant: RIFP______ Van Hooser _______ Giblin ________Other ___________________

Name of study: ________________________________________________________________

Amount of grant award: $______________ Begin Date: ___________ End Date: ____________

Name of Principal Investigator: ____________________________________________________

PI’s Department: _________________ Payroll Coordinator: _____________________________

Signature of Principal Investigator Requesting Personnel Appointment:

X_____________________________________________ Date: _________________________

Part 2. 

This verifies that as of (month)____________________________ (year) ___________________

the Principal Investigator has $___________________ available funds for the above grant. 

The Budget # for this grant is: ___________________. 

The End Date/Extended End Date for spending is _____________________________. Please do not process any payroll expenditures beyond that date.

Additional notes: _______________________________________________________________

Signature of Fiscal Specialist,:

X_____________________________________________ Date: _________________________

Instructions

1. Principal Investigator complete and sign Part 1 and forward to OFM.

2. OFM complete and sign Part 2 and forward to Departmental Payroll Coordinator.

3. Departmental Payroll Coordinator process payroll forms.

4. Departmental Payroll Coordinator receive and process timesheets.

