
Comments

PART B: Employment and Payment Data
Start Date of Employment End Date of Employment

Amount

Payment Information

Last Name UIN

Employee Class Dept. Budget Position No.

First Name MI

Dept. Contact Person

4031

PART A: General Information and Appointment Data

ODU Employment Status

Contact Email

Total Pay

Budget Code

Pay Date

Once the form has been 
completed and signed, 
please submit to Academic 
Affairs for approval:
  1. Click the button, and
  2. Upload the form.

Academic Affairs Use Only

Please describe the purposes and benefits of this appointment below.

Dean/AVP/Director

Budget Unit Director

PART C: Budget Authorization
BUD signature certifies that this faculty member has completed all the employment requirements.
Do not print and sign. Use your Adobe Signature below.

Total Earnings
Distribute the completed form via email for the necessary 
signatures in Part C. Attach the filled form to a new email by 
clicking this email button.

Updated August 2024

See trasmittal letter for Academic Affairs approval.

Temporary Employment Form (4031)

WillF
Rectangle

https://olddominion-my.sharepoint.com/:b:/g/personal/payrollforms_odu_edu/EZ6OPoUYnXxKvqGHrUwCc68Bleoxd9txMSwe5s37s-rDNg?e=oVD6vM
https://olddominion-my.sharepoint.com/personal/payrollforms_odu_edu/_layouts/15/onedrive.aspx?p=26&s=aHR0cHM6Ly9vbGRkb21pbmlvbi1teS5zaGFyZXBvaW50LmNvbS86ZjovZy9wZXJzb25hbC9wYXlyb2xsZm9ybXNfb2R1X2VkdS9FblZWUEdJaVpSbEVydW9LMTZ4dUoyQUI1M25ESGU3QnZDQmUwQUZueVNJZGxR
https://www.odu.edu/sites/default/files/documents/acrobat-pro-sign-in.pdf


Street Address

StateCity ZIP Country

Department Home Budget Code

Personal Email Birth DateHire Date

 4031 - Additional Data

Non-Instructional New Employee Details

• The section below only needs to be completed for new employees
• This information is needed to create the UIN and to create an on-boarding account

o Once on-boarding is complete, AA will fill in the UIN and process for
payment

• Please allow at least two weeks before payments can begin

Updated August 2024

Employee First Name

Employee Last Name
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