
Facilities Human Resources Office 
103 Mendenhall-Building A 
Tallahassee, Florida 32306 
Phone: 850-644-1942 Fax: 850-644-2281 
_____________________________________________________________ 

Revised 5/9/2023 

Request To Hire OPS 
Submit Date 

All OPS hires require three references. Please submit this form and the references documents to the 
fac-recruiting@fsu.edu email address or hand deliver. It is the department’s responsibility to 

complete and submit all required documents for timely processing. All fields below are required. 

  (Student = A, Nonstudent = T) 

Hourly Rate:  

Requested End Date: 

 If so, Empl/Student ID: Current Staff/Student?       Y       N

Job Code: 

Duties:      

Driving?  

Supervisor Name: 

Department:  

Funding Code:  

Weekly Hours:

Requested Start Date: 

Requester Name: 

Requester Email: 

Requester Phone #: 

Candidate’s Name:   

Candidate’s Email:   

Candidate Phone Number:  

Candidate Username (letters from email):

Department Head Signature 

Additional Notes: 

mailto:fac-recruiting@fsu.edu
mailto:fac-recruiting@fsu.edu


Facilities Human Resources Office 
103 Mendenhall-Building A 
Tallahassee, Florida 32306 
Phone: 850-644-1942 Fax: 850-644-2281 
_____________________________________________________________ 

The Background Check Questionnaire is required for all appointments, internal movement 
actions, additional duties, and volunteer service. The Questionnaire provides a snapshot of 
the duties of a job/role compared to the requirements of University Policy 4-OP-C-7-B11, 

Criminal History Background Checks, and serves as a tool to determine if a background check 
is needed, and if so at what level.

The Background Check Questionnaire is required for all appointments, internal movement 
actions, additional duties, and volunteer service. The Questionnaire provides a snapshot of 
the duties of a job/role compared to the requirements of University Policy 4-OP-C-7-B11, 

Criminal History Background Checks, and serves as a tool to determine if a background check 
is needed, and if so at what level.
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