Name:____________________


Empl. ID._____________

SAN JOSÉ STATE UNIVERSITY ♦ OFFICE OF FACULTY AFFAIRS

CHECKLIST OF REQUIRED DOCUMENTATION FOR

Rehired Annuitant

http://www.calstate.edu/HRAdm/pdf2006/HR2006-02.pdf

(Rehired Annuitant appointment cannot exceed half of the FTE worked during last year prior to retirement)

Please attach a copy of this checklist to each appointment packet.  Additional copies of this form, as well as other Faculty Affairs forms, may be downloaded from the Office of Faculty Affairs Website at http://www.fa.sjsu.edu/forms/.  If you have questions or need further assistance please contact the Office of Faculty Affairs at (408) 924-2450.  

	New
Employee
	Continuing Employee
	Revised
	Required Items:

	
	
	
	TF/GA/TA Appointment Form

	
	
	
	Letter of Interest/Application

	
	
	
	Employment Questionnaire

	
	
	
	SC-1 (Statement of Professional Preparation & Experience) <original plus 1 copy>

	
	
	
	Curriculum Vitae (CV)

	
	
	
	Original Transcripts for Terminal Degree OR Appointment Waiver Request

	
	
	
	Three (3) recent, original letters of recommendation OR Appointment Waiver Request

	
	
	
	One (1) recent letter of recommendation with original signature (if appointment follows a break in service of two (2) or more years)


	New
	Re-Appt.
	Revised
	Additional Items:

	
	
	
	CSU FORM SSA-1945 (HR Required Document for those not in PERS)
Statement Concerning your employment in a job not covered by Social Security 

http://www.calstate.edu/HrAdm/pdf2005/TL-BEN2005-05.pdf

	
	
	
	Terms & Conditions (Original Signature)

(Submit to Faculty Affairs no later than 6 weeks after start of term)


ALL original documents will be placed in the Personnel Action File kept in the Office of Faculty Affairs.

Do not forward the packet until all the items on the checklist have been collected.  

Submitting an incomplete packet will result in a HOLD on the process and delay payments.  

IMPORTANT REMINDER:
There are additional forms that must be completed by NEW and/or returning faculty to complete the appointment process.  It is absolutely crucial to have each NEW or returning faculty with a break-in-service make an appointment with a Human Resources Representative.  The HR office is located on the 3rd Floor of the University Police Department Building and the HR phone number is (408) 924-2250. 
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