INDIANA STATE UNIVERSITY
INTENT TO HIRE FORM


TO:  ________________________________ 
DATE: ________________


FROM: _________________________SUBJECT:  Bi-weekly Temp. Employees

     It is our intent to employ the below-named person as a “Bi-weekly Temp”.

He/she should be placed on the Blanket Position Request for the department/account listed.

NAME (Please print): _______________________________________________

SS#: _____________________________ INDEX: __________ ORG #: _______

DEPARTMENT: ________________________           START DATE ________
# OF WORK HOURS PER WEEK: _________
    PAY RATE ___________
APPLICANT’S PHONE NUMBER: ______________________________

     NOTE: You will need to fill out an I-9 form when you return this memo to Human Resources, so you will need to bring documents that establish identity (such as a driver’s license) and documents that establish employment eligibility (such as an original social security card or a certified birth certificate).  A passport (unexpired or expired) will establish identity and employment eligibility.  If you are under 18 years of age, you will need to bring a work permit.

_______________________________________

__________________

Supervisor Signature





Ext.

            ______________________________________

__________________

Department Authorization Signature



Ext. 

_______________________________________

__________________

Vice-President  Signature

                                    Ext.
