New Hire -Appointment of Associate Professor (non-tenured)
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 Associate Professor (non-tenured) for a 5-year term, with the effective dates.  Include the date the AA2 was approved.  (The review dates will be the fourth year of the five-year term.)
•
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:    The box “Plus Salary Increase:” should be checked.
•
Complete section 1:  check “New Appointment” 

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:  Associate Professor (non-tenured) 
•
Complete section 4:
 Insert July 31, 20XX, in the line “Separation, Removal from Payroll Effective Date:”


Rank will be:  Associate Professor (non-tenured)

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 (must be Ph.D.)
