


number of days. Additional terms must state provisions for failure to return signed
contract. A return postage paid envelope is included with the contracts for reply mail.
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‘Action (RPA) form must be complefed by the appropriate Senior Administrator
(recommender) for each individual hiring recommendation.

(a) The recommender must complete all information described on the RPA form -
Appointee name, Social Security Number (if initial appointment only); position title;
requested employment period; employment status, schedule, rate of pay, and
comments and/or justification. In addition, the Senior Administrator in the
appropriate unit must sign the RPA form prior to routing to the Human Resources
office.

(b) The Executive Dean for Financial and Operation Services is responsible for
reviewing the RPA form to determine if all information is complete and that the
recommendations for employment terms, including rate of pay, are consistent with
classification program, if applicable. After approval, the Executive Dean for
Financial and Operation Services will route the RPA form to the President.

(c) After review and written approval by the President the signed original RPA form
shall be retained in the Human Resources office files.

(d) RPA approval process must be completed prior to any services being performed.
(e) Any changes in the amount of hours recommended. budeet amount. or other reviged

terms must be submitted by the Senior Administrator on a revised Request for
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