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o Include the Speedtype number/funding source number and % allocation under the 

funding source line item 

o Include any additional notes or helpful information in the notes section 

¶ The SOM RA-SRA-RS HR Team will review the request, and submit to the SOM Office of Finance 

and Planning for budget review and approval, and submit to the RA/SRA/RS Review Committee 

o Requests for Research Scientist positions will also be submitted to the Vice Dean for 

Dean’s Office for an extensive review 

¶ 

mailto:somRA-SRA-RS@case.edu
mailto:somRA-SRA-RS@case.edu


o The Department Administrator, ARO Human Resources Coordinator, or Department 

Contact will review the letter 

¶ The Department Administrator, ARO Human Resources Coordinator, or Department Contact will 

then have the department chair sign the letter 

¶ The Department Administrator, ARO Human Resources Coordinator, or Department Contact will 

then present the offer letter to the candidate, along with the benefit documents provided by the 

SOM RA-SRA-RS HR Team 

¶ The letter requires the candidate’s signature to indicate acceptance of the offer and the 

appointment 

o The Department Administrator, ARO Human Resources Coordinator, or Department 

Contact will then send the signed and finalized new appointment offer letter to somRA-

SRA-RS@case.edu 

¶ The Department Administrator, ARO Human Resources Coordinator, or Department 

Contact/Supervisor will then assure that the new employee successfully completes all CWRU 

employment requirements, coordinated with the HR Service Center 

o Ensure the new employee schedules a meeting with the HR Service Center before or on 

their first day of employment 

o I-9 Employment Verification Form (must be completed before or on the first day of 

employment) 

o New Hire Paperwork 

o New Hire Orientation 

¶ Internal candidates being considered for a RA/SRA/RS position/promotion that are not currently 

in a RA/SRA/RS position at CWRU, must apply for the position on Interfolio 

o This includes internal salary graded staff members and PostDocs 
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¶ Prior to the end of the individual’s current appointment, the Department Administrator, ARO 

Human Resources Coordinator, or Department Contact will submit a Reappointment Request 

through the online RA/SRA/RS Reappointment Google form listed here:  

https://docs.google.com/forms/d/e/1FAIpQLSfqPc9lCQNoKw91IaSx-

OCQufyv_Hol4HwGBHGYVCI2fHamtw/viewform 

 

¶ The following documents will be required for review and consideration of the reappointment 

renewal 

o The completed Annual Activity form with supervisor comments 

o The individual’s current CV 

o Current job description (if there are new duties & responsibilities, please highlight) 

o If a Visa renewal is needed, send Visa renewal documents to visa@case.edu  

¶ The reappointment renewal request will be reviewed by the SOM RA-SRA-RS HR Team 

o Renewal requests with significant salary increase requests or non-grant funding may be 

subject to review by the RA/SRA/RS Review Committee and the Office of Finance and 

Planning 

¶ Once all approvals have been secured, the SOM RA-SRA-RS HR Team will send the Department 

Administrator, ARO Human Resources Coordinator, or Department Contact the notification of 

approval and the reappointment offer letter 

¶ The Department Administrator, ARO Human Resources Coordinator, or Department Contact will 

then have the department chair sign the letter 

¶ The letter requires the candidate’s signature to indicate acceptance of the reappointment 

o The Department Administrator, ARO Human Resources Coordinator, or Department 

Contact will then send the signed reappointment letter to somRA-SRA-RS@case.edu 

¶ The typical turnaround time for initial contact and review of the Reappointment Request from 

the SOM RA-SRA-RS HR Team is �爀tm 褁怀t
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https://docs.google.com/forms/d/e/1FAIpQLSey5vSzztVfmwGUzWNN1xVaXeecL3EdEH

b-_YlXD--LBZFBnQ/viewform?usp=sf_link 

¶ The following documents will be required for review and consideration of the promotion 

o Justification for the promotion 

o New job description or current job description with new responsibilities and duties 

highlighted 

o The employee’s current CV (must include the individual’s current CWRU position) 

o Annual Activity form if the promotion is proposed at or near the time of the individual’s 

current reappointment date 

o 

https://docs.google.com/forms/d/e/1FAIpQLSey5vSzztVfmwGUzWNN1xVaXeecL3EdEHb-_YlXD--LBZFBnQ/viewform?usp=sf_link
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¶ If the non-renewal has been approved, the SOM RA-SRA-RS HR Team will generate the non-

renewal letter and will send it to the Department Administrator, ARO Human Resources 

Coordinator, or Department Contact/Supervisor to be presented to the employee 

¶ After the non-renewal letter has been presented to the employee, the Department 

Administrator, ARO Human Resources Coordinator, or Department Contact/Supervisor will need 

to send the following to the SOM RA-SRA-RS HR Team 

o Signed non-renewal letter 

o Personnel Action Form (PAF) 

o Personal Data Salary Authorization form (PD) 

 

 

 

 

 


