Appointment of FT Lecturer or Visiting Faculty on a Line
Follow the General Guidelines to Appointment & Reappointment PD7’s with particular attention to the following items.  
•
Complete item #13:   The comment will be to appoint as Full Time Lecturer or Visiting Assistant/Associate/Professor on a permanent line for a one-year term, with the effective dates.  Include the date the AA2 was approved.  A one-year term is typical, but could be for up to three years.
•
Complete item #14:
Position number will be as shown on the AA paperwork.  The “Source(Budget Subhead)” will be 2-01XXX-1310.  The “Amount” will be the annual salary and FTE will be 1.

•
Item #15:  “Plus Salary Increase:” should be checked.
•
Complete section 1:  check “New Appointment” 
If an employee has previously been a part-timer but is now being appointed on a permanent line, the appointment will be considered “New” (even if the employee taught last semester).
If they were employed part-time in the College of Arts & Sciences, then note that in the comments in item #13 and include “Credentials on file” with an appropriate date; if they were employed at UNCG in another unit, indicate that in the comments and obtain copies of the PD7-A, the Verification, Certification, vitae and official transcript and attach to the appointment  PD7 for the Dean’s Office personnel files.


Insert Effective Date and Work End Date; all academic year appointments are effective August 1. Work end for the academic year is graduation day in May.  

Most permanent employees work 9 months paid in 12 installments.  Some may work 10 or 12 months paid in 12 installments.


Rank Recommended will be:  Full Time Lecturer or Visiting/Assistant/Associate/Professor 
•
Complete section 4:
 Insert July 31, 20XX, in the line “Separation, Removal from Payroll Effective Date:”


Rank will be:  Full Time Lecturer or Visiting/Assistant/Associate/Professor 


Separation Reason:  Select “Appointment Completed” from drop down box. 
Documents to be submitted with the Appointment PD7:
-PD7 A
-Certification form

-Verification form

-Current vitae

-Official graduate transcript showing highest degree conferred (Masters or Ph.D.)
