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Request for Job Appointment Extension

[bookmark: _GoBack]AGENCY/APPOINTMENT INFORMATION:
	Agency Name:

	Personnel Area Number:

	Date of Request:


	Employee Name:

	Employee Personnel Number:

	Job Title:

	Reports to (Job Title)?




POSITION INFORMATION:
	Position Number:   
	Job Title:
	Reports to (Job Title)?

	Start Date of original JA?
	End Date of original JA?
	Requested extension date:
	Duration of extension:

	Number of Work Hours Per Week:
	Is this appointment full-time or part-time? [FT/PT]

	Is this appointment seasonal or intermittent? [Y/N]
	Are the job duties continuous? [Y/N; Attach SF-3]



The initial 3-year job appointment was established for the following reasons:

To fill a position for which there is a need for a specific, limited period of time, i.e., there is a definite time frame attached to the situation.  Examples include special projects and positions funded by outside sources, such as grants.  This does not include positions funded by federal money on an ongoing basis.


To substitute for another employee while on extended leave, on detail to special duty to another position or on leave of absence for another type of appointment.  


Please explain the rational business reason/need for continuation of this appointment. 
	



Please indicate the desired skills, qualifications and/or experience which this job will require.
	



Is this position funded by a non-recurring grant?  If so, are the duties similar to other employees in your agency?  Please explain.
	



	Signature of Appointing Authority or Designee:


	Title of Person Signing this Request:


	Contact Information:  Name,  E-mail, Phone Number (including area code)






For Civil Service Use Only
	Recommended for Approval? [Y/N] 

	Date:
	Consultant Initials:

	Consultant Comments/Notes:






	Date CSC Approved:

	Consultant’s Initials:
	







