
 
 

Temp Request Form 
 
 
 

Supervisor _______________________________________________________________________ 
 
Department______________________________________________________________________ 
  
 
Reason for Request 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
 
Proposed Start Date ____________________ Proposed Salary ______________________________ 
 
Anticipated Duration of Assignment____________________________________________________ 
 
 

Funding Source (Cost Center, Designated Gift or 
Grant, Fund, & Function) 

Percentage Allocated 

  
  

 
 
Job Duties 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
Schedule (days of the week; times needed) 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 

 
 



Required Approvals 

Supervisor/Department Head Date 

Vice Chancellor Date 

Human Resources Date 

Budget Office Date 

Chancellor Date 

Vice Chancellor for Human Resources                                                 Date

Jenny Salyers
Line




