
Hiring Manager (HM) ensures 
budget funding availability.

Recommended employee 
completes state application 

(Form PD-107) and 
background check forms.

HM completes 
Recommendation for Temp 
Employment Form including 

appropriate signatures.

HM sends employment packet 
to Grants/Title III (if 

applicable) and Budget. HM 
sends background check forms 

to Legal.

Budget/Grants/Title III (if 
applicable) approve and sends 
packet to HR. Legal processes 
background check & notifies 

HR & HM of results.

HR reviews packet and notifies 
HM of approval once 

background check clears.

HR notifies employee of 
approval and schedules 
mandatory orientation.

Employee completes required 
employment documents 

during orientation.

HR explains time reporting and 
payroll process during 

orientation.

HR scans/sends employment 
documents to Payroll.

Employee begins authorized 
work on scheduled hired date.

HM approves timesheet and 
sends to HR by 17th of each 

month.*

HR forwards timesheet and 
documents to Payroll on 19th

of each month.

Employee receives pay on  or 
about the 15th of following 

month.**

Repeat process for all new 
employment 

recommendations.***

*Timesheet must reflect all  approved hours worked for pay period. **Employee must pick up their first “paper check” from FSU Payroll Office, Smith Hall, 
Room 111. Subsequent pay is made via direct deposit. If the 15th of the month falls on a weekend, payday will be on the preceding Friday. ***Employee 
cannot work more than 12 consecutive months without a break of 31 days. Breaks of more than 31 days require submission of new W-4, NC-4, and direct 
deposit forms to HR.
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