UNIVERSITY.

‘ MISSISSIPPI STATE

HRM 60.104: EMPLOYMENT AUTHOR IZATION
POLICY

The Board offrustees ofStatelnstitutions ofHigher Leaning has theae power anduthaity to
sdectthePresidat of the Univesity and Boad approvals requredfor thecreation, appointent,
elimination, or signfi cant modification ofthe positions of Provost andexecutive Vice Presient,
Vice Prsident, Dearand Assodate/Assstant Provost orAssocate/Assistant Vice Presilent who
supervises Dew The Presient hagheauthority to approve ancexecuteBoard cordcts wth
members ofthe teabing faculty, executive, adninistraive, manager, and other priessional
employees othe Univerdty in positics authorized toreceive Boad

contracts. The indviduals atthe vicepresidetial level ofthevarious Unversty divisions have the
sde power andwthority to autlorize the anployment ofthe adninistrative,managerl, and other
professionalstaff who do not receive Bod contects. Deans/diedors ofthe various Universty
units have thepowerand authdty to employ nonexampt stdf, graduae assistants, and studas
with vice presidaitial level apprwoal, if approprate.

PROCEDURE

Prospetive employees shall berovided writen letters of offer. An dffer of employment may be
withdrawnif the prospective employee is unhble to beginvork by thedate irdicatedin theletter of
offer. Employment is encouraget begin orthefirst dayof the enploy e e ' syclp A y

copy oftheletter of offer and acqatance sh be sent tothe Depariment ofHumanResources
Managenent. The Depament ofHumanResources Mamgment shall prep& theagendatiemfor
the Prerslents reconmendation to the Boares appropate.

Any specialcondtionsof employment must be noted itheletter of offer. Offer letters argart of
the electronic onboarding process in the PageUp People talent management system.
(https://www.msujobs.msstgte

REFERENCE

Board ofTrustees Plicies and Byws 401.01, 401.0102 and 801.04
REVIEW

The Chief Human Resources Offigerespongble for review of the poicy as needed, bub less
frequently thanfour years.
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https://www.msujobs.msstate/

REVIEWED BY:

/s/ Judy Spencer

Chief Human Resources Officer

/s/ Judy Bonner

Provost andExecutiveVice Praident

/s/ Timothy N. Chamblee

Assistant Vice President and Director
Institutional Research and Effectiveness

/s/ Joan Lucas

General Cansel

APPROVED:

/s/ Mark Keenum

Presidat

03/14/2018

Date

03/15/2018

Date

03/26/2018
Date

03/28/2018
Date

03/29/2018
Date

2
HRM 6+0.104


http://www.hrm.msstate.edu/aboutus/

Sample Letters

Faculty Gfer Leters

Research @er Leters

General Offer Letters:

Executive Administrative, Managral, andOther Prdessonal Stdif (Contract Employees)

Executive Administrative, Managral, and Oher Prdessonal Stdf (Non-Contract Employees)

Support Ste

Intemittent

Rehired Réree- Non Lecturer

Graduate Assistants 1 SampleOffer Letter:

http://www.gradmsstaé.eduforms/#assit
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http://www.provost.msstate.edu/resources/staff/letters/
http://www.research.msstate.edu/rresources/offerletters.php
http://hrm.msstate.edu/forms/offer_letters/offer_letter_eamops_ce.pdf
http://hrm.msstate.edu/forms/offer_letters/offer_letter_eamops_nce.pdf
http://hrm.msstate.edu/forms/offer_letters/offer_letter_support_staff.pdf
http://hrm.msstate.edu/forms/offer_letters/offer_letter_intermittent.pdf
http://hrm.msstate.edu/forms/offer_letters/offer_letter_rehired_retiree_non_lecturer.pdf
http://www.grad.msstate.edu/forms/#assist

