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2021 Hiring Request FAQs 
The information below is a summary of the information provided in the 2020/2021 Hiring Request 
Process Guide, Hiring Authorization Request form, and related spreadsheets. All documents can be 
found under the Hiring Authorization Processes and Guidelines section of the Recruitment Services web 
page. If you have questions, please contact our Hiring Coordinator Avnee Patel (avneepatel@umck.edu 
or (816) 235-1054).  
 
1. When does the Hiring Committee meet? 
The committee will meet weekly, the document deadline is noon on Tuesdays. Results will be 
communicated to HR Business Partners/HR Facilitators by the end of the same week. If you are missing 
results, please contact the Hiring Coordinator, Avnee Patel. 

2. What positions require a Hiring Authorization Request form? 
Any unbudgeted position that will be fully or partially funded from operating funds (fund 0000), or 
auxiliary funds (0445), requires an approved Hiring Request form. 
 
3. What approval is needed for grant, gift, endowed or 100% externally funded positions? 
These positions should be submitted on the 100% Grant/Gift/Endowed/Externally funded spreadsheet. 
This is for Budget Office review only and will NOT be routed to the Hiring Authorization Committee. You 
do not need to wait for a response/approval from the Budget Office or Human Resources after the 
spreadsheet is loaded to Box before posting. 
 
4. Since the 100% Grant/Gift/Endowed/Externally funded spreadsheets aren’t reviewed by the 

Hiring Committee, do they have to be submitted on the same timeline as the Hiring Request 
forms? 

No. You can add a position to this spreadsheet and submit to Box at any time. Place in the folder for the 
next available meeting date and list the date submitted in your ePAF comments section. 
 
5. If we have a budgeted position, but we want to post and hire at a higher rate, do we need to fill 

out the Hiring Authorization Request form instead of the Budgeted Position spreadsheet? 
Yes. The Budgeted Position spreadsheet is for requests to fill positions up to the currently budgeted 
amount only. Any amount over that would be considered unbudgeted and would need to be submitted 
as such. 
 
6. Do federal work-study positions, Dental, Medical, and Pharmacy Residents require hiring 

approval? 
No. These positions do not require submission on the Budgeted Position Spreadsheet, 
Grant/Gift/Endowed/Externally funded budget spreadsheet, or a Hiring Authorization Request form. 
 
7. If I am an HR Business Partner, can I submit the Budgeted Position Spreadsheet and 100% 

Grant/Gift/Endowed/Externally funded hiring requests on my dashboard? 
No. Please submit all requests on the Budgeted Position Spreadsheet and on the 100% 
Grant/Gift/Endowed/Externally funded spreadsheet. 
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8. I have multiple (fully endowed, 100% grant or 100% gift funded) positions that are identical. Can I 
list them as a group on one line of the 100% Grant/Gift/Endowed/Externally funded spreadsheet? 

Yes, as long as you provide position numbers for each position, and assuming everything is identical (Ex: 
job code, title, funding source, FTE, pay rate, etc.). Note: Undergraduate student titles can be listed on 
one line with an FTE range, but the funding source and pay rate must be the same.  
 
9. I have multiple (Adjuncts, Students, GA’s) currently budgeted that are identical, can I list them as a 

group on one line of the Budgeted Position Spreadsheet? 
Yes, assuming everything is the same (Ex: job code, title, funding source, FTE, pay rate, etc.), you can 
request up to 20 positions on one line. You must provide position numbers. 
Note: Undergraduate student titles can be listed on one line with an FTE range, but the funding source 
and pay rate must be the same. 
 
10. If a department receives approval on a position at .25 FTE and later needs to increase to .50 FTE, 

but they’ve filled all of their existing .50 FTEs already approved, do they need to resubmit a new 
request with the revised FTE?  

Yes, a new request of the higher FTE is necessary. Once the request is on the spreadsheet, the HR 
Facilitator/HR Business Partner can move forward, following the normal academic, student, or staff 
recruitment/hiring processes. 
 
11. Can I request multiple positions on one Hiring Authorization Request form and the Budgeted 

Position Spreadsheet? 
Yes, assuming everything is the same (Ex: job code, title, funding source, FTE, pay rate, etc.), you can 
request up to 20 positions on one form. You must provide position numbers. 
 
12. How do I indicate on an ePAF that a position has been approved? 
Please note in the comments box the date that the request was submitted and if it was on the budgeted 
spreadsheet, hiring authorization form, or 100% grant/gift/externally funded spreadsheet. Ex: Submitted 
on 3/1/21 - Budgeted Hire Spreadsheet  
 
13. Do actions returning someone from Short Work Break or Reappointments of Grad Assistants or 

Adjuncts that weren’t on a Short Work Break require Hiring Committee approval?  
Yes, any variable hour reappointments, including graduate students, adjuncts, and new contracts that 
are not 100% Gift/Grant/Endowed/Externally funded will require approval from the Hiring Committee 
before any contracts or offers are extended. Enter details on the Budgeted Position Spreadsheet and 
submit to the Hiring Exception Process files for your unit in Box.  
For 100% Grant/Gift/Endowed/ Externally positions, you will need to submit on the 
Grant/Gift/Endowed/Externally funded spreadsheet. This is for Budget Office review only and will NOT 
be routed to the Hiring Authorization Committee. You do not need to wait for a response/approval from 
the Budget Office or Human Resources after the spreadsheet is loaded to Box before offering. 
 
14. Do benefit-eligible reappointments / renewals require hiring approval (ex: full-time, tenure-track 

faculty reappointments and benefit eligible NTT’s and URNTT’s)? 
No. Note the reappointment / renewal in the comments section when processing the hire. 
 
  

Kerwin, Leigh
Question remains, if we get a position approved at .25 FTE and it needs to increase to .50, but we’ve filled all of our .50 FTEs, do we need to resubmit?  Often times this happens after a contract has been drafted due to some unforeseen change with a course. 

Kerwin, Leigh
If these aren’t really “approved” suggest removing the word from the answer to eliminate confusion.

Kerwin, Leigh
I’m hearing that BPs are not always receiving messages about Grant/Gift/Endowed positions. If we have to wait for that before offering a role, we need consistent communication from Finance.  Are they clear to offer contracts on these at this time or will they need to wait until they receive confirmation from Finance?  
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15. Is a Hiring Authorization Request form required for contracts submitted to Administrative 
Services? 

No. Continue to process contracts as normal through the Office of the Vice Chancellor for 
Administration and Finance Services.  If it is determined that a justification is required for the proposed 
expense, they will request that you e-mail a short explanation of the reason for the expenditure.  It will 
then be reviewed by the designated staff in Administration and Finance Services and you will be advised 
of the results. 
 
16. Do I need hiring approval to hire a temp? 
Yes. In most cases, temp positions are not in an existing budget, and should be requested via a Hiring 
Authorization Request form. Note, temporary titles include: Temporary Clerical - 4076, Temporary Crafts 
and Services - 4077, Temporary Technical - 4078, and Temporary Professional – 4079. If the position is 
100% Grant/Gift/Endowed/Externally funded, add the position to the 100% 
Grant/Gift/Endowed/Externally funded spreadsheet, and proceed with the hire. 
 
17. My request to fill a position was denied or on hold, what should I do next? 
In most cases, clarification will be provided with the decision. If not, please contact the Hiring 
Coordinator, Avnee Patel, who will connect with the Recruiters. 
 
18. Once I have approval to fill my staff position or part-time academic position, can I post the job 

immediately? 
a. For 100% Grant/Gift/Endowed/Externally funded, you can post as soon as you submit the 

position spreadsheet to Box. 
b. For Budgeted Positions, you can post as soon as you submit the position on the Budgeted 

Position Spreadsheet to Box. Note: while you can post a budgeted position without formal 
approval, you cannot extend an offer until the formal hiring approval is received.  

c. For Unbudgeted Positions, you can post after you receive notification of committee 
approval from HR.  

 
19. Once I have approval to fill my full-time, benefit-eligible, academic position, can I post the job 

immediately? 
You will need to follow the normal academic hiring processes, including Request to Recruit, Plan for 
Diversity & Inclusion in Hiring, etc. Assuming those items are in place and approved by Susan: 

a. For 100% Grant/Gift/Endowed/Externally funded, you can post as soon as you submit the 
position spreadsheet to Box.  

b. For Budgeted Positions, you can post as soon as you submit the position on the Budgeted 
Position Spreadsheet to Box. Note: while you can post a budgeted position without formal 
approval, you cannot extend an offer until the formal hiring approval is received.  

c. For Unbudgeted Positions, you can post after you receive notification of committee 
approval from HR. 

 
20. Can I create a job opening in eRecruit while I am waiting approval of a Hiring Authorization Form? 
Assuming you have followed the normal academic, student, or staff recruitment/hiring processes, for 
unbudgeted positions, while you can create a draft job opening in eRecruit, please don’t submit for 
posting until you have formal committee approval.  
 
21. I’m confused or need clarification on the hiring process, who should I call? 
Please contact our Hiring Coordinator Avnee Patel (avneepatel@umck.edu or (816) 235-1054). 
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Is this only for operating funded positions? If paid by a grant/gift/100% externally, do they just put it on the spreadsheet or do they need to do this form?

Kerwin, Leigh
I’m hearing that BPs are not always receiving messages about Grant/Gift/Endowed positions. If we have to wait for that before offering a role, we need consistent communication from Finance.  
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