Additional Employment Pre-Approval form routing (Faculty)

Requester has
additional work* > Requester asks Faculty

available

Member to work

Faculty Member's Administrative
Support Coordinator (ASC) assists

Faculty Member

Requester finds Faculty discusses with Faculty Faculty Member, Faculty
alternate Faculty [@——declines . accepts——» Member's Department Chair, and
Department Chair and/ . R .
Member work or Dean work Dean with completing Additional
Employment Pre-Approval (AEP)
form

Faculty Member's ASC emails AEP
form (or sends hard copy) to
Provost's Office and College

Analysts for Funding

Department'’s college and Faculty

Member's college

Provost signs and emails AEP form
(or sends hard copy) to University
Personnel (UP)

UP calculates total
employment for Faculty
Member

UP emails completed form to
Requester, Faculty Member,
Faculty Member's Department
Chair, College Analysts for Faculty
Member's college and Funding
Department's college, and
Requester's ASC

Funding Department’s College Analyst (or
ASC) creates Special Consultant Agreement
or payment form and routes for signature
approval

Updated 1/06/17 * Additional work is defined by Article 36 of the CFA-CSU Agreement



