
Request to Hire – Staff Positions 

Office of Human Resources        563.387.1134 P      563.387.1391 F        hr@luther.edu 
Luther College      700 College Drive     Decorah, Iowa 52101-1045        www.luther.edu 

To initiate the hiring process, return this completed and signed form, along with an up-to-date position 
description, to the Office of Human Resources at hr@luther.edu. 

Position Title:  

Incumbent:  

Current FTE: Proposed FTE:  Resignation letter received on: _________ 

Reason for Vacancy:   

Department:    

Funding Account #:    

Supervisor/Department Head: 

Recommendation:  ____ Fill immediately ____ Fill by date: ______________ 

Does this request alter your department’s current strategic staffing plan? If so, how? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

Supervisor:   Date 

Cabinet Representative:  Date 

HUMAN RESOURCES USE ONLY 

Incumbent Information: FTE: ________ Salary: _______________     Status: ________ 

Salary Range: ___________________________________________________________________ 

Approved: ________________________________________________   Date: ________________ 
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