San Jose State University Research Foundation

Faculty Appointment Form Completion Process
This procedure goes over Docusign template of the Faculty Appointment Form 2026.

Once Project Director (Pl) determines that they would like to hire a faculty member on their project, this form
is initiated by the PI. This form is also used to hire, change, add or any other change in faculty employee’s
employment with the Research Foundation. Please note that Research Foundation employment is separate
from SJSU. PI will need following information before beginning to complete the form:

e Faculty employee’s name and email address

e Faculty employee’s home dept. chair name and email address

e Faculty employee’s College Resource Analyst/Manager name and email address

e Faculty employee’s Dean/Designee name and email address.

e Faculty employee’s SJISU hourly rate, no. of total hours (estimate), begin and end date for
assignment and the project account number. If Pl does not know the hourly rate or account
number, he/she can contact Post-Award OSP analyst to get this information.

Once you have all of the above information, you can proceed to complete the form.
1. Toaccess the Docusign form log into Docusign by going to One.sjsu.edu.

2. Click Templates and search for RF Faculty Appointment Form 2026 or click on this link
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3. The Pl will complete the names and email addresses for PI (self), Employee, Faculty member’s
Home department chair, College Resource Analyst/Manager, Faculty Member’s College
Dean/Designee.

Pl/Designee
CUSTOMIZE *
Must be Pl or
Mame * .
account signer
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Email *



https://sjsu.okta.com/app/sanjosestateuniversity_sjsuapplicationportal_1/exkjiahkyvNnfbFy70x7/sso/saml
https://one.sjsu.edu/
https://apps.docusign.com/send/templates
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Once all the recipients are entered click on ‘Send’.

Pl/account signer will receive the appointment form and must complete all the required fields.
You will not be able to move forward unless you complete the required fields.

Appointment period cannot exceed more than 12 months. The term’s start and end dates
should be within the SISU semester dates. Start date needs to be in the future as the
appointment form requires multiple approvals and it may take up to 15 business days.
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If the appointment is for a new hire, the Job Duties section must be completed.

Once Pl completes the information, it will prompt you to sign the document. Once signed,
document will be routed to the next person in routing process.

Sponsored Programs at Research Foundation will be able to review the document to make sure that
project number and the begin and end dates fall within the project date range.

Employee will receive an email to complete their section and sign the document. Employee will
complete the required information and sign.

NOTE-SJSU H1b Holder faculty cannot be paid by the Research Foundation. Please contact OSP
analyst for ‘Special Consultant’ process.

Employee will also review the Terms and Conditions and initial them. Employee is required to abide
by these terms and conditions.

Once employee is done, click on Finish button on top righthand corner.

The document will now go to Department Chair for signature.

Once Chair signs it, it is routed to Department Resource Analyst/Manager for review.

Once Resource Analyst reviews, it goes to the Department Dean for signatures.

Then it goes to UPFS for approval. Please note that it may take up to 10 business days for UPFS
to approve the appointment form.

Once UPFS approves it, it goes to Sponsored Programs Manager for review and approval based on
the budget of the grant or contract.

Once it is approved by the manager, it goes to RF HR for final approval.

Please be aware that all new hires and rehires must complete the onboarding process and the I-9
form in Workday before they can begin any work. Employees are not authorized to start working
until these steps are completed. Additionally, reappointments must be scheduled at least 15 days in
advance. Until the appointment is approved by RF HR, employees are not authorized to work.

Once HR approves the appointment form, all involved parties will receive a copy. If the start date
indicated on the form is earlier than HR's approval date, HR will change it to the approval date. For
new hires, the hire date will be adjusted based on the completion date of the I-9 form. Please be
aware that no work is authorized before the hire date.



