
Authorization to Hire 
 
TO: Scott Olvey      From:   
        Department 
 

Target Date       Position Control #  
# of Positions Requested  

 

 Temporary 

 Permanent  

 
 PT under 30 Hours (no benefits)      

 PT 30-34 Hours (health insurance) 

 FT/Full Benefits 

 

Justification: 

 Additional Staffing 

 Replacement of Staff  

 Other  

 
 
 
 
Approved by Financial Director  
 
    Date range          to  
 
 
Requested by        Date 
     Department Head 
 
 
 
 
Filed by        Date 
     Payroll 
 
 
 


