ACTION REASON DECISION GUIDE: Hire Form

Boston University Human Resources

HIRE FORM
Staff and Faculty

IMPORTANT: The Hire form will automatically determine if a hire action is a new hire, rehire, or additional assighment based on whether someone was previously, or is currently,
hired in SAP. The action reasons "New Position" and "Replacement" will be preceded by "New Hire", "Rehire", or "Additional Assignment" as determined by SAP.

START HERE

Is this person filling a
new position or a
position previously
filled by a different
incumbent?

Use action reason "New
Position"

Mew position |————»

Y

Does the position
——»  Yes have the same —» Yes ——»
position number?

l

Use action reason
"Replacement"

.| Were changes made |
to the position?

Previouly filled

Mo No
Use action reason Use action reason "New
"Replacement” Position”

If you are unsure whether this is the correct form to process, please review the Form Decision Guide prior to processing.



https://www.bu.edu/hr/documents/ted-page-new.html

