
A campus/OOC (Temporary 
Location) would like to engage  

an employee from
 another campus/OOC (Home 

Location) to do temporary work.

Temporary Location  
tentatively identifies 

candidate

Temporary Location hiring manager 
sends e-mail to supervisor at Home 

Location (copying both HR departments) 
requesting tentative approval to engage 

the employee 
**Include draft Intra-agency Agreement  / 

Approval Letter

Home Location Supervisor

Temporary Location Human 
Resources

Temporary Location HR 
department reviews, 
discusses with Home 

Location HR and home 
supervisor.

Home Location
supervisor gives go 

ahead and information 
needed
 to hire

Home Location 
supervisor advises 

Temporary Location 
Supervisor not to hire.

Temporary Location 
hiring manager initiates 

paperwork for hiring 
faculty member.

Communications Flowchart for the 
Approval Letter or Intra-agency Agreement for 

Temporary Special Assignment of Personnel

Note that the Home Location 
supervisor must consult with 
their HR department  before 

approving hire. HR will verify 
whether the individual is 

eligible for this assignment. 

Intra-agency Agreement or  for 
Temporary Special Assignment 
oo Personnel if payment is for 

$501 or greater.

Approval Letter for Temporary 
Special Assignment of 

Personnel if payment is for $0 -
$500
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