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STATE UNIVERSITY OF NEW YORK



Professional Employee Request for Prior Service Credit

SUNY Policies of the Board of Trustees [XI, Title C.4(c)(1)]: "In determining eligibility for permanent appointment ..., satisfactory full-time prior service in a professional title at any one college of the University may, at the request of the appointee and in the discretion of the Chancellor, or designee, be credited as service, up to a maximum of three years, at the time of appointment at another college.  Waiver of all or part of this service credit shall be granted upon written request of the employee to the chief administrative officer not later than six months after the date of initial appointment at that college."

Before submitting this request for prior service credit, new professional staff employees should consult with their immediate supervisor.  

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - - - - - - - - - - - - - - - - -- - - -
To:
Director of Human Resources, 4th Floor, Allen Administration Building

Date:
     


After reviewing the sections of the referenced policies, and after reviewing permanent appointment requirements with my immediate supervisor, I hereby request approval of the credit for the following service:

	Previous SUNY campus

*(Pick from list or circle below):
	Budget-Title


	Full/Time

Y/N?
	Inclusive dates of employment:

(mm/dd/yyyy-mm/dd/yyyy)
	Yrs

	 FORMDROPDOWN 

	     
	 FORMDROPDOWN 

	     
	 FORMDROPDOWN 



*Alfred, Canton, Cobleskill, Delhi, Farmingdale, Morrisville, Forestry, Maritime, Optometry, Alfred Ceramics and Cornell-Statutory not listed.

Total Prior Service Credit Requested:  FORMDROPDOWN 
  yrs.

VERIFICATION AUTHORIZATION

To Whom It May Concern:

The undersigned hereby authorizes the accredited institutions aforementioned to verify my employment information as necessary.  Please accept this authorization or reproductions of it as authorization for your response.

Name: Print: ________________________________________________________________________

           Signature: ​​________________________________________ Date:  ​​​​​​​​​​​​​​______________________

Upon receipt of this request, your prior service claim will be reviewed and verified by the staff of the Human Resources Office.  Thereafter, you will receive a letter (copied to your unit head and dean) confirming the crediting of your prior service and advising you of your new tenure date.

Within six months from your initial appointment date, you may choose to waive any or all of your approved prior service credit by submitting a written request in the following format to the Director of Human Resources:

[After careful review and consideration, I have decided to waive all or _ FORMDROPDOWN 
__ year(s) of the prior service credited previously credited for me.  My record should now include _ FORMDROPDOWN 
______ year(s) of credited prior service.

Name: Print: ________________________________________________________________________

           Signature: ​​________________________________________ Date:  ​​​​​​​​​​​​​​______________________


11/08
Human Resource Processing (Office Use Only)


Date of Prior Service Receipt Letter:  ___________           Date of Prior Service Approval Letter:  __________


Date of Prior Service Verification Letter: __________       Date Updated SUNY HR:  ___________


Continuing Appointment Effective Date changed from:  ___________ to ___________








