Graduate RA/SA– Request to Hire – Fall 2017
Julie Ann Wrigley Global Institute of Sustainability
School of Sustainability


Please complete this form and email as an attachment to asuwrigleyhr@asu.edu. 
Note: we have a third option for hiring graduate students -Graduate Services Assistant (GSA). This is similar to a RA except the individual does not get tuition remission or health insurance coverage. SAs receive a stipend - they are not paid hourly.  SA positions are recommended if you have limited funding for RA positions.
[bookmark: Text14]Today’s date:      
[bookmark: Text1]Form completed by:      
[bookmark: Text3]Name of student:       
[bookmark: Text4]Student ASU ID number:       				

[bookmark: Check5][bookmark: Check6]Has this student worked at ASU in any capacity in the past 12 months?  	|_| Yes		 |_| No
|_| New Request (Submit resume AND document supporting enrollment/acceptance into program with this form)
|_| Renewal (Please submit document supporting continued enrollment in program)

Type of Employment:
[bookmark: Check8][bookmark: Check9]|_| Grad Research Assistant	|_| Grad Research Associate	|_| Grad Services Assistant (no tuition)

Start and end dates:  The academic calendar for the fall 2017 is August 14, 2017 – December 31, 2017. The academic calendar for the full academic year is August 14, 2017 – May 20, 2018. The supervisor should confirm with the graduate student regarding the actual period of work and the associated hiring dates before you complete the form.

These are the pay period dates:
|_| Session A: 08/14/17 – 10/08/17
[bookmark: _GoBack]|_| Session B: 10/09/17 – 12/17/17
|_| Session C: 08/01/17 – 12/31/17 
|_| Full Academic Year: 08/14/17 – 05/20/18
Other start and end dates if not listed above: Start Date:       		End Date:      

[bookmark: Text7]Hours per week:              (Maximum allowed is 50% [20 hours per week] – unless hiring for summer session)
[bookmark: Text8]Total amount to be pay $      	(If unknown, will be discussed with HR Specialist)
[bookmark: Text9][bookmark: Text10]Account number:     	    	Account distribution %:      
[bookmark: Text11][bookmark: Text12]Account number:     		Account distribution %:      
[bookmark: Text13]Faculty supervisor:      
Comments/Notes:      
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