


 
If the department accepts the applicant, they should submit a Personnel Action Form (PAF) to begin 
the process to hire the person. 
 
Hiring Process 
 
After the PAF is submitted, it is sent to the Budget Office, Provost Office, and Office of Human 
Resources and to the President of the University for signatures.  An offer letter is then typed up and 
the Director of Human Resources reviews the contract and then it returns for signatures.  After all of 
the appropriate signatures, the applicant is called to extend an offer.  The employee must sign the 
employment offer letter before any work is performed.  Exceptions require authorization from the 
Human Resources Director.  
 


