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Authorization for Employment Quick Guide

Who: The Pl is ultimately responsible for the budget on each of his/her projects but support staff may be asked to
complete some of this work. This form is reviewed by the Office of the Treasurer and processed by Human Resources.

What: The Authorization for Employment Form contains the information Human Resources needs to pay your employees
correctly from your project/grant.

Where: Forms: finance.tcnj.edu/forms/; Training: http://academicgrants.tcnj.edu/ug-training/; Office of the
Treasurer: Green Hall Room 207.

When: This form should be completed at the start of a new project/grant, any time someone is added to your
project/grant (full time or part time), or any time an employee’s charging instructions (chartfields) change.

Why: This form ensures that employees working on your projects/grants are paid appropriately and informs effort
verification.

How: Complete the Authorization for Employment Form using information you retrieve from your grant budget. If the
position is a new position, also complete the Grant Position Request Form. Deliver the completed and signed Authorization
for Employment Form with copies of the approved budget and budget justification to the Office of the Treasurer.
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Tips:

e Submit AFEs to the Office of the Treasurer at least three weeks prior to the start date to ensure timely processing.
e Submit reappointment AFEs at least three weeks prior to the end date of the current AFE to avoid termination of
the employee’s pay and email/systems access.

More Information: For more information refer to the Grant Financial Management Manual or contact the Office of
the Treasurer at 609.771.2186.
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