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    Need a Form? You've come to the right place. All of the forms listed on these pages are in Adobe Portable Document Format.

Many forms can be completed on your computer in Adobe Acrobat Reader. However, forms you complete cannot be saved unless you have the full version of Adobe Acrobat - not just the free version. If you frequently use the same form, you may want to consider purchasing the full version.




  


    
            
              

          


      
    
        
    
            
      


    

  
  
  
      
        	
        
          
Submitting Forms
  
    HR Administrative Forms

Completed HR administrative forms should be submitted to the appropriate regional office, listed below, for processing, unless otherwise instructed on the form (e.g., SSC Personnel File Only). Completed faculty and academic new hire forms can be submitted through the Shared Services Center Faculty New Hire Paperwork eForm.

Shared Services Center HR

Wolverine Tower

3003 South State Street

Ann Arbor, MI 48109-1276

734-615-2000

Fax: 734-763-1283

Michigan Medicine HR

North Campus Admin Complex

2901 Hubbard Drive

Suite 1100 - SPC 2435

Ann Arbor, MI 48109-2435

734-647-5538

Fax: 734-936-9526

U-M Dearborn HR

1020 Admin Building

4901 Evergreen Road

Dearborn, MI 48128-1491

313-593-5190

Fax: 313-593-3568

U-M Flint HR

213 University Pavilion

303 E. Kearsley Street

Flint, MI 48502-1950

810-762-3150

Fax: 810-766-6711

SSC Personnel File Only

For all documents going directly to personnel file and not attached to PAR, e.g., work performance.

Shared Services Center - HR

SSC Imaging 

1000 Victors Way

Ann Arbor, MI 48109-2744


  



  
    
	
        
          
Forms for Individuals
  
    	Address/Personal Data Changes
	Authorization for a Criminal Records Check
	Employment Verification - Submit employment verification requests through the U-M Shared Services Center:
	Current Employees
	Former Employees
	Verbal Verification 
	Other Organizations



	HR30002 Faculty Personnel Record
	HR33100 Request for Reinstatement or Credit for Prior Years of Service
	HR35000 Federal Program Exclusion Michigan Medicine and Medical School Staff Hires Only
	HR36100 Supplemental Appointment Information
	HR36608 FAMILY and MEDICAL LEAVE ACT Tracking Form
	HR39707 Staff Grievance
	U.S. Department of Labor Form WH-380-F (Care of a Family Member)
	U.S. Department of Labor Form WH-384 (Qualifying Exigency)
	U.S. Department of Labor Form WH-385 (Covered Servicemember)



  



  
    
	
        
          
Forms for Departments
  
    	CC-305 Voluntary Self-Identification of Disability
	MNA Probationary Review Form (for Nurses only)
	HR30003  Probationary Review Form
	HR30010  GSI/GSSA Fraction Calculation Form
	HR34020  Staff Evaluation
	HR36200  Position Description Form
	HR36400  Appointment Request
	HR36510  Educational Assistant Personnel Record
	HR36609  Faculty Leave of Absence Request
	HR36610  Educational Leave of Absence Addendum
	HR36611  Michigan Medicine Staff Leave of Absence and Layoff Worksheet
	HR36612  House Officer Leave of Absence Request
	HR36620  Request for Sabbatical Leave (Form J)
	HR36700  Promissory Note for Moving Expense Advance
	HR36800  Tuition Support Request
	HR39707  Staff Grievance
	HR39906  Appointment Activity Record
	HR39907  Self-identification Form Ann Arbor



  



  
    
	
        
          
Forms for Bargained-for Staff
  
    	HR38000 Skilled Trades Internal Position Change Request
	HR38001 Skilled Trades Short-term Sick Time Sell Back Request
	HR38002 Skilled Trades Vacation Sell Back Request
	HR38003 Skilled Trades Pay Shortage Request
	HR38005 Skilled Trades Flextime Request
	HR39604 AFSCME Request for Transfer
	HR39606 AFSCME Employee Grievance
	HR39609 AFSCME Employee Request for Chief Steward
	HR39610 AFSCME Notification to Chief Steward
	HR39611 AFSCME Paid Time Off Sell-Back Request Form
	HR39612 AFSCME Notification to Grievant
	HR39613 AFSCME Funeral Leave Request
	HR39614 AFSCME Request for Paid Time Off for Preventative Medical and Dental Appointments
	HR39615 AFSCME Notice and Proof of Disability 
	HR40000 IUOE, LOCAL 324 Internal Promotion/Transfer Request



  



  
    
	
        
          
Form I-9
  
    Form I-9 is used to document verification of the identity and employment authorization of individuals hired for employment in the United States. As required by federal law, the university must complete Form I-9 for each individual hired for employment in the United States. Form I-9 is required for both citizens and noncitizens. See Form I-9 and E-Verify for additional information.



  



  
    
	
        
          
Medical Information Forms
  
    For forms pertaining to work-related illness or injury, please see U-M Work Connections Illness and Injury Assistance Program.


  



  
    
	
        
          
Forms for Graduate Student New Hires
  
    Graduate Student New Hires are processed using eRecruit and appointment requests are no longer used for the Graduate Student new hires.  

Complete the following form and send to SSC HR to be imaged by the DMC:

	HR30010  GSI/GSSA Fraction Calculation Form


Use either the Form I-9 (downloadable PDF, online fillable format) or Form I-9 Paper Version (downloadable PDF, paper format) available from the U.S. Citizenship and Immigration Services, Department of Homeland Security on I-9 Employment Eligibility Verification.

Do not fax - Send the completed Form I-9 for processing to:

Shared Services Center - HR

SSC Imaging 

1000 Victors Way

Ann Arbor, MI 48109-2744

Direct Deposit and tax forms should be sent to the Payroll office.


  



  
    
	
        
          
Forms for Faculty New Hires
  
    All new hires are done through eRecruit except for faculty appointments. Complete the following forms and submit them through the Shared Services Center Faculty New Hire Paperwork eForm:

	HR36400 Appointment Request
	HR36100 Supplemental Appointment Information
	HR36510 Educational Assistant Personnel Record
	HR30002 Faculty Personnel Record


Use either the Form I-9 (downloadable PDF, online fillable format) or Form I-9 Paper Version (downloadable PDF, paper format) available from the U.S. Citizenship and Immigration Services, Department of Homeland Security on I-9 Employment Eligibility Verification.

Direct Deposit and tax forms should be sent to the Payroll office. Additionally, a Regents Communication, AAR, posting, or waiver may be required depending on the position. See SPG 201.22 for more information on hiring staff members. It is not necessary to include Regents Communication paperwork with appointment paperwork.


  



  
    
	
        
          
Frequently Asked Questions About Forms
  
    	How do I change my visa status or citizenship?
	
	Complete the SSC Campus or Personal Data Changes eForm. Go to Personnel Changes on the Shared Services Center website, and then select Address or Personal Data Changes and follow the instructions.
	Complete a new Form I-9. 
	Report a change in citizenship to the Social Security Administration by completing the Application for Social Security Card form.



	How do I change my campus or home address?
	You can update your home address through Employee Self Service.
	Go to Wolverine Access and select Employee Self Service.
	Click the Campus Personal Information tile.
	Select Addresses from the menu.
	Employees may edit  their CURRENT LOCAL address.
	Students may update the following address types:

			CURRENT LOCAL: The address where you reside during the school year.

			PERMANENT: Your permanent home address, if different from above.

			DIPLOMA: Graduating students, diploma(s) will be sent to your Permanent Address unless you add a Diploma Address.





	To update your U-M work address, complete the SSC Campus or Personal Data Changes eForm. Go to Personnel Changes on the Shared Services Center website, and then select Address or Personal Data Changes and follow the instructions.

	What process should be used for a certain transaction?
	In general, the following transactions should be done using the PAR. However, there are always special situations that might require additional items, exception memos for example.

	Terminations: Terminations are processed via PAR. Discharge or Resignation letters should be attached to the PAR transaction. If not attached to the PAR transaction, the letter should be campus mailed to SSC Personnel File Only for imaging.

	Leaves of Absence: An unpaid leave of absence is processed using the PAR and does not require completion of a form. A paid leave of absence is processed using the PAR with the Faculty Leave of Absence Request form attached. See SPG 201.30-0 to 201.30-4 to review standard practices in regard to leaves of absence.

	Other: Use the PAR to process effort changes, rate changes, title and department changes, additional appointments, additional pay and DBE changes.

	 
	How do I request an employment verification letter?
	Submit employment verification requests through the U-M Shared Services Center:
	Current Employees
	Former Employees
	Verbal Verification 
	Other Organizations
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  Need information about requesting a Leave of Absence?

  

  Consult the Leaves of Absence Toolkit
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