
Directions

	THE UNIVERSITY AT ALBANY IS AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER.  PERSONNEL ARE CHOSEN ON THE BASIS OF ABILITY WITHOUT REGARD TO RACE, COLOR, RELIGION, SEX, AGE, HANDICAP OR NATIONAL ORIGIN, IN ACCORDANCE WITH FEDERAL AND STATE LAWS.

	

	Appointments to Classified Service positions are made pursuant to the Civil Service Law of the State of New York and must be approved by the New York State Department of Civil Service.  Appointments to positions in the Professional Service are made pursuant to Section 355-a of the Education Law of the State of New York and are subject to the terms described in Articles IX or XI of the Policies of the Board of Trustees of the State University of New York.

	

	Explanations

	

	Check Drop (Account Number)--Please indicate the account number for the department where the employee’s checks should be sent. 
	Campus Title--Please indicate in Remarks and use Civil Service title for Classified Service appointments.

	
	

	Boxes which need not be completed for Professional Service appointments: Shift Hours and Pass Days.

Salary Rate Basis--The period of time over which the salary will be paid (e.g. $25,000 per annum, $10.00 per hour; $1,500.00 for the period).
	Salary Rate--Rate of pay per year, fee, hourly or for the period of the appointment.

Stipend Amount—For employees receiving a stipend in addition to their base salary, please indicate the annual amount, purpose (e.g. Dept. Chair) and duration.

	
	

	P-T % or Hrs./Week--If appointed full-time, 100%.  If appointed part-time, the ratio of anticipated hours to standard workweek hours or, if paid hourly, anticipated number of hours per week.

	No. of Courses—For part-time teaching staff, please indicate the number of courses to be taught and the course numbers.  If additional space is required, please indicate in Remarks.

	
	

	Accompanying Forms 

	(Download each form directly or go to http://hr.albany.edu/content/forms.asp#new)

	W-4, Federal Employee Withholding Allowance Certificate
IT-2104, NYS Employee Withholding Allowance Certificate or 
   IT-2104E, NYS Employee Withholding Exemption Form
Curriculum Vitae (Form AP-4 should only be completed if a vita or resume are not available; not 
required for Classified Service staff)

I-9, Employment Eligibility Verification (Employee should complete Part 1 and come to Human Resources within first three days of employment to complete Part 2.)

DOS-1690, State Employee Statement in Lieu of Oath Pursuant to Civil Service Law §62

and Public Officers Law §78 Certificate
 (sign and date in both places)
Verification of Credentials (To be completed by Department)
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