

CHASS HR Services
EPS Non-Faculty (At Will) Hiring Proposal Request Form
(Upload form along with required Applicant Tracking spreadsheet and Telephone References to the Personnel Request)

	Candidate’s First Name
	Click here to enter text
	Candidate’s Last Name
	Click here to enter text

	Posting Number 
	

Click here to enter text	Position Number
	Click here to enter text

	Salutation Name
(Will follow “Dear” Ex: Dr. Smith)
	Click here to enter text	Department  
	  Select an item

	Proposed Start Date
(this may change based on factors such as background check, payroll lockout, etc.)
	Click enter a date	Requested Salary Range
(must be within posted range)
	Click to enter text
	Is the candidate transferring from a state agency or another UNC System institution?  ☐Yes  ☐No

If yes, the search committee must provide them the following information regarding a possible change in their leave accruals:
UHR Vacation Leave website
Leave Comparison Chart
Personal Leave FAQs

If the candidate has questions, they can reach out to UHR Benefits directly at 919-515-2135 or ncsuleaveteam@ncsu.edu

	Posting Status
	Select an item	To submit the hiring proposal, the Applicant Tracking spreadsheet must be attached. Is this attached?
☐Yes




	Did you contact and receive at least two positive professional references for this candidate? ☐Yes
(If the answer to this question is no, please go back and obtain references.  Do not submit this form without at least two references.  Click the links below for additional resources.) 
Reference Check Guidelines               
Telephone Reference Check Form




	Comments/Additional Information

	Enter Text




1

