
Ensure the most current form is submitted. Refer to EMACS Forms/Procedures website.

ADVANCED STEP HIRING REQUEST 
New Employee Only

      
   Must print in Black or Blue ink ONLY

Employee ID Rcd No. Last Name, First Name      

Company Department Name Department ID

JUSTIFICATION

Appointing Authority or Designee Signature Date

 Approved Human Resources Officer Signature Date

 Denied           

Keyed By Date
(Employee ID)

DISTRIBUTION: Original - EMACS-HR (0030)

REV. HR 12/07/2015 (Advanced Step Hiring Request)

Position No. Position Type    Job Code Title

Regular Extra-Help Recurrent

Step 6 and above require approval from the Director of Human Resources                 

2 3 4 5 6 7 8 9 10 11 12 13 14 15 Other
                                                              

 • This form is to be used for NEW employees only  
 • All Step Requests require approval from the Department's Human Resources Officer 
 • Step 6 and above also require approval from the Director of Human Resources

 Approved Director of Human Resources Signature Date

 Denied           

STEP REQUESTED

Office Use Only
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