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                    Materials Science and Engineering | New Team Member Checklist
When hiring a New Team Member to the Materials Science and Engineering team, please complete this checklist to help the Administrative staff prepare all the necessary forms.
Once this form is completed, email to Tonya Griffin at tonya.griffin@utdallas.edu.  Questions call x5764.

	Personal Information and Classification

	New Team Member Name:       
	Supervisor:       

	New Team Member Title (check one):

	 FORMCHECKBOX 
   Faculty
 FORMCHECKBOX 
   Research Scientist
 FORMCHECKBOX 
   Undergraduate
 FORMCHECKBOX 
   Post-Doc
 FORMCHECKBOX 
   Research Tech II
 FORMCHECKBOX 
   Visitor
 FORMCHECKBOX 
   Research Assistant
 FORMCHECKBOX 
   Staff
 FORMCHECKBOX 
   Other:       
 FORMCHECKBOX 
   Research Professor
 FORMCHECKBOX 
   Student Worker


	Rate of Pay (select one):
	 FORMCHECKBOX 
   Hourly
 FORMCHECKBOX 
   Monthly Salary 100 %
 FORMCHECKBOX 
   Annual Salary 100 %
        $       
/ Hour
        $      
/ Month
        $      
/ Year


	Percentage of Time (FTE):  
	 FORMCHECKBOX 
   25 %
 FORMCHECKBOX 
   50 %
 FORMCHECKBOX 
   100 %
 FORMCHECKBOX 
   Other:        %


	Cost Center (CC):       
	Percentage Charged to CC:        %
	PI:       

	Cost Center (CC):       
	Percentage Charged to CC:        %
	PI:       

	Start Date (MM/DD/YYYY):       
	End Date (MM/DD/YYYY):       


	Building Access Needed

	What other NSERL Building access will this New Team Member need other than the main entrance?

 FORMCHECKBOX 
   Internal Doors:       
 FORMCHECKBOX 
   Mail Room:  1.902
 FORMCHECKBOX 
   Labs:       
 FORMCHECKBOX 
   Other:       
 FORMCHECKBOX 
   Stairs:       



	IT Access Needed

	 FORMCHECKBOX 
   Department Share Drive
 FORMCHECKBOX 
   Nanocluster
 FORMCHECKBOX 
   Other:       



	Office Needs

	 FORMCHECKBOX 
   Office
 FORMCHECKBOX 
   Desktop Computer
 FORMCHECKBOX 
   Office Supplies
 FORMCHECKBOX 
   Cube
 FORMCHECKBOX 
   Local Printer
 FORMCHECKBOX 
   Office Name Plaque
 FORMCHECKBOX 
   Temporary Cube
 FORMCHECKBOX 
   Telephone (land line)
 FORMCHECKBOX 
   Other:       
 


	Special Comments

	     


	Prepared By:       
	
	Date:       
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