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Additional Employment Workflow

Pre-Authorization Request Form
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STEP 1:

The preparer fills out
the Faculty AE Pre-
Auth Request Form
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TAE Workflow
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The originator enters
appointmentin TAE
(EE Group: 08)
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College Dean
Review/Approve
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STEP 2:

Obtain Faculty Signature

Accepting Employment
Disclosure Statement
(Follow internal workflow)
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Department Chair
Review/Approve
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Faculty Affairs
Review/Approve

(Ok to pay)
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STEP 3:

Resource Manager
Review/Enter
funding source
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STEP 4:

Upload completed
form to assigned
SharePoint folder
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College Analyst

Review/Approve
(Follow SharePoint Guide)
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HRMFA
Review/Approve

(Appt. notification is
sent)

\(Follow SharePoint Guide) j
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Resource Manager
Review/Approve
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Faculty receives
appointment
notification. Faculty
can begin work
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https://www.calstatela.edu/sites/default/files/Additional_Employment_SharePoint_Process_Guide_0.pdf
https://www.calstatela.edu/sites/default/files/Additional_Employment_SharePoint_Process_Guide_0.pdf
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Post-Additional Employment Faculty Report (Once AE work is completed)

/ Faculty fills out the \ / Faculty signs and \ K College Office files \

Faculty Report on routes Faculty Report Faculty Reportin
Outcomes/ to appropriate corresponding Faculty
Deliverables (Second ) administrator for ) AE Folderin
page) signature and CC SharePoint
College Office
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