
EXTERNAL TEMPORARY EMPLOYMENT REQUEST FORM  

	DATE
	DEPT. NAME
	CONTACT NAME
	CONTACT PHONE /E-MAIL/ FAX#

	
	
	
	


	WORK HOURS
	WORK LOCATION
	PAY RATE
	O.T.
	FIRST DAY PARKING INSTRUCTIONS

	
	
	$
/hr. 
	No
	Yes
	


	JOB CLASS CODE
	POSITION TITLE
	START DATE
	END DATE 

	
	
	
	


	DUTIES & RESPONSIBILITIES



	MINIMUM QUALIFICATIONS

DESIRED QUALIFICATIONS




	
	Checklist for External Temporary Hire

	
	
	
	

	
	Complete temporary agency form 
	
	Conduct interview(s) 

	
	Select temporary agency 
	
	Contact agency with final selection

	
	Contact temporary agency
	
	Parking permit instructions given to agency for temporary employee 

	
	Review conditions of contract
	
	Confirm first day of employment

	
	Determine pay rate
	
	Building access, if required

	
	Review resumes 
	
	Computer access, if required

	
	
	
	

	
	
	
	


