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SUMMER SCHOOL SCENARIOS

Is this person
currently employed

by MSU?

(1) Submit a New hire EAF
with an effective date = the
first day the employee
begins working (which
should be the first day of
class).

NO

At the end of the current
school year, this
employee was a

lecturer, grad asst. or
other?

YES

During summer
school will this
employee be a

lecturer, grad asst.
or other?

Lecturer

No EAF required.

Is the employee
transferring to/from

another
department from
summer school?

Lecturer
Grad Asst.

(1) To end current lecturer position,
submit Status Change Transferring
To Another Dept. EAF (submitted by
the department the employee is
leaving).

(2) To initiate grad asst. position,
submit Transfer from another
department EAF (submitted by the
department the employee is joining).

Please Note: We can not process
the FROM EAF until we have
received and processed the
corresponding TO EAF.

(1) Submit Status
change EAF
signifying the
change to a grad
asst.

YES NO

During summer
school will this
employee be a

lecturer, grad asst.
or other?

Grad Asst.

Other

No EAF required.

Is the employee
transferring to/from

another
department for

summer school?

Lecturer
Grad Asst.

***START***HERE***

Other

(1) To end current grad asst. position,
submit Status Change Transferring
To Another Dept. EAF (submitted by
the department the employee is
leaving).

(2) To initiate lecturer position, submit
Transfer from another department
EAF (submitted by the department the
employee is joining).

Please Note: We can not process the
FROM EAF until we have received
and processed the corresponding TO
EAF.

(1) Submit Status
change EAF
signifying the
change to a
lecturer.

YES NO

Contact the
Human

Resources
Service
Center

325.3713

Other

Contact the
Human

Resources
Service
Center

325.3713

Contact the
Human

Resources
Service
Center

325.3713




