	UMBC 

An Honors University in Maryland
	Faculty/Staff Pre-Hire Form


	      University of Maryland Baltimore County
      1000 Hilltop Circle
  Baltimore, MD 21250
	Instructions:  Please complete this form and attach all supporting 
documents.  Forward to Human Resources – Payroll.  
HELP TEXT APPEARS IN THE BOTTOM LEFT 
CORNER OF THE SCREEN

	Completion of this document signifies the intent for an employment relationship with UMBC.  Information
is collected to facilitate the creation of myUMBC user account information, as well as to establish
accounts for access to course permissions, advising clearances, student transcripts in the Student 
Administration (SA) Registration and Advising modules.


PS DEPARTMENT #:       
    DEPARTMENT NAME:       
STATUS:   FORMDROPDOWN 

	PERSONAL DATA  (* =  Required data field)

	First Name*
     
	 Middle Name/Initial 
     
	 Last Name*
     
	 Suffix
 FORMDROPDOWN 


	 Home Address* 

     
	County of Residence*
 FORMDROPDOWN 
  Other:      

	City*
     
	Postal (Zip)* 
     
	   State*
     
	Campus Phone Number
     
	Home Phone Number
     
	Preferred Email*
     

	Gender*   
 FORMDROPDOWN 

	Highest Education Level* 
 FORMDROPDOWN 
 
	 Marital Status   
 FORMDROPDOWN 
                   
	Military Status
 FORMDROPDOWN 

	 US Citizen
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	Date of Birth*
     
	Birth Country
     
	Social Security #
     
	Ethnicity*
 FORMDROPDOWN 

	Race
  FORMDROPDOWN 


	THE APPROVALS SECTION MUST BE COMPLETED

	SIGNATURE AUTHORITY  (HIRING DEPARTMENT USE ONLY)

	Name  (type or print)
     
	Signature

	Date
     
	Phone Number
     
	E-mail Address
     

	HR APPROVAL/VERFICATION  (HR USE ONLY )

	Data Entry Staff Initials

	Date
	Employee ID /Rcd
	Comments


· Completed form must be submitted to the HR Payroll Office with copy of official appointment letter from the Office of the Provost/President (Faculty) or the appointment confirmation letter issued by HR Department (Staff). 

· Once pre-hire information is entered in the PS system, the pre-hire form will be returned to the department with EMPID. 

Rev: 4/2010

