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CHASS HR Services
Professional Track Faculty Contract Change Request Form
(Upload form to CPAWS)
*Please note contract changes should only be requested to meet urgent department need.

	First Name
	Click here to enter text	Last Name
	Click here to enter text
	Employee Number 
	Click here to enter text	Position Number
	Click here to enter text
	Rank
	Select an item	Department  
	  Select an item

	Current Appointment Info
(ex: 8/16/23 through 5/15/25)
	Click here to enter text	New Appointment Info
Ex: 8/16/23 through 12/31/23)
	Click here to enter text
	Old FTE
	Click here to enter text	New FTE
	Click here to enter text
	Old Annualized Salary
	Click here to enter text	New Annualized Salary
	Click here to enter text
	Is the new salary and FTE commensurate?
	Choose an item	If not, please provide justification for non-commensurate change
	Click here to enter text
	Project ID(s)
	Click here to enter text	Percentages
	Click here to enter text
	Justification for Contract Change 
(ex: teaching an additional course; an increase in advising duties) *please include details such as how payment for an additional course is calculated, the number of additional students being advised, how any additional salary for advising was calculated.
*If this request is to reduce FTE, please attach a written request from faculty member.
	Click here to enter text



	Comments/Additional Information

	Enter Text



	Department Head Approval (signature)



1

