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If you have a need to extend an end date for your non-permanent employee and/or Seasonal employee’s season, please utilize the process below.  Please note; adequate funding must be identified and approved.  The savings from vacancies or shorten season does not guarantee approval.

· Utilize the P-001 – APPOINTMENT APPROVAL  REQUEST  Form located at N:\Forms\P-001 Appointment Approval Request Request.doc

· Section # 1  Position Detail
a) Position Number - Fill in position number employee will be assigned;
b) Work Location - Fill in the Park and/or duty station the employee will be assigned;
c) Job Classification - Fill in the job class the employee will be assigned. 

· Section # 2 Candidate Information 
a) Name of Candidate  - fill in last, first, middle initial;
b) Social Security Number or Personnel ID – Fill in personnel ID if you have it or leave blank.

· Section #3 Appointment Information  
a) Action – click box to activate the drop down, select EXTENSION;
b) Notes/Comments – Provide a brief explanation of circumstance and include necessary cost center if applicable.

· Section #4 Appointment Date Information
a) Requested Start Date – Leave blank
c) Appointment/Season End Date - Fill in the updated end date you are requesting.

· Section #5  Work Schedule – Leave Blank (unless changing)

· Section #6  Recommended Salary – Leave Blank

· Section #7 Manager/Supervisor 
a) Manager/Supervisor Signature – Type your name into the signature and print name boxes;
b) Date – Fill in date you are completing form;
c) Route by email to your Appointing Authority to the appropriate inbox below:

Eastern Region: Parks DL EA Region – HQ Support Staff  
Southwest Region: SW Region Actions
Northwest Region:  Parks DL NW Region – Actions

**You must receive approval notification from human resources before employee is able to 
                work past original end date.

· APPOINTING AUTHORITY
a) If approved, type your name into the signature and print name in Appointing Authority Boxes 
b) Route to:  HR Actions

· HUMAN RESOURCES
a) Proof form – Email approval to hiring supervisor, Region and Park
b) Key extension and email action screen to Payroll
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