Required Forms for Transfers — Faculty Appointments

Administrative/Professional or Staff Employee > Faculty Appointment Part-Time

Required Forms/Information
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Academic Personnel Authorization Form without Recruitment (PROV200)
Personal Data Form (PDF)

Alabama Department of Revenue Withholding Form (A4)
Federal Withholding Allowance Certificate (W-4)

City of Auburn Withholding Exemption Certificate (C-4)
Completion of Background Check (Confirmed by Provost Office)

If applicable, completion of Foreign National Tax Form. (See instructions for additional information.)

Completion of Form 1-9 and E-Verify (AU Access)

Copy of Signed Offer Letter (if applicable; obtain from employee.)
Copy of Vita (Obtain from employee)

Copy of Transcripts (Obtain from employee)

Required Actions

1.
2.
3.

The departing department submits an Employee Termination EPAF (TERMEE)

If applicable, completion of Foreign National Tax Form. (See instructions for additional information.)

HR Records enters the record into Banner.
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http://www.auburn.edu/academic/provost/pdf/PROV-200-Form.pdf
http://www.auburn.edu/administration/human_resources/forms/pdf_2015.pdf
https://revenue.alabama.gov/wp-content/uploads/2017/05/A4_201403.pdf
https://www.irs.gov/pub/irs-pdf/fw4.pdf
http://www.auburn.edu/administration/human_resources/pdf/c-4_city-tax-exempt.pdf
http://www.auburn.edu/administration/business-finance/financial/foreign-national-new-hire.html
http://www.auburn.edu/administration/business-finance/pdf/foreign-national-newhire-instructions.pdf
http://www.auburn.edu/administration/business-finance/financial/foreign-national-new-hire.html
http://www.auburn.edu/administration/business-finance/pdf/foreign-national-newhire-instructions.pdf



