[bookmark: _GoBack]Email template - ORIP/VSIP Rehire information
Revision Date 9/18/2020

Instructions:  Copy and paste the email template below into an email for routing as noted below.

Request for ORIP/VSIP rehire
[bookmark: _Hlk51307169]DFA, Advancement, Research, ITS and President’s Area (for academic units contact provost@uidaho.edu) 

Routing: Unit fills in the below information and forwards it via email upward through supervisory chain documenting approval by email at each level up to the Dean for academic units or VP for non-academic units. The email is then forwarded to dfa-approval@uidaho.edu.   Once you receive the final approval, you will forward this email to hrepaf@uidaho.edu for documentation purposes prior to EPAF application.


Employee Name:

Why must this person be rehired to do this work?  What unique qualifications does this person have over someone else that would justify the rehire? 

Why can’t others complete this work?  

How does this specific rehire request benefit the University? 


Position information

College/Division and Department:  

Job Title:  

Primary function of the job:  

What is the duration and type of appointment requested? (Rehires are generally only considered for short-term temporary and part-time non-benefit eligible)

Why is this position essential?  

Anticipated cost:  

Funding source:  


