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Completing the Hiring Proposal

A Hiring Proposal is to be completed once a 
successful candidate has been placed in a 
status of “Recommend for Hire”.



The Hiring Proposal 

• The Hiring Proposal electronically seats a successful 
faculty candidate into the Position Description for which 
the individual was hired via the PV PAWS Faculty 
Module.

• The purpose of the Hiring Proposal is to assist the Office 
of Human Resources with ensuring vacated positions 
are being filled and that all pre-employment steps are 
completed during the Hiring Process.



Before Completing the Hiring Proposal

Before completing the Hiring Proposal please complete the following 
steps after a successful candidate has been identified by the 
department:

1. Provide the EEO Officer your interview notes and matrices (in paper 
format) for all candidates screened as well as those candidates 
interviewed to include the successful candidate chosen for the position.

2. Complete background check through the Office of Human Resources.

3. Send the Memorandum of Appointment or Letter of Offer only after the 
background check results are clear. The Memorandum of Appointment 
must contain the correct tile, title code, salary, and term. Sample 
Memorandum of Appointment can be requested from the Office of 
Academic Affairs. The Memorandum of Appointment is sent by the 
Department via the Dean to the Provost for approval and mailing.



Before Completing the Hiring Proposal (cont’d)

4.  Begin the Hiring Proposal only after the Memorandum of Appointment  
is returned with successful candidate’s signature.

5.  Request an email account and telephone number by completing and  
sending to the Office of Human Resources an Email Request Form for 
the new faculty that is being hired.

Note: All the above listed steps must be completed prior to the five 
working day deadline set by Office of Human Resources to receive 
the Hiring Proposal. 



Let us complete the Hiring Proposal…



Click here to begin the “Hiring 

Proposal” for the successful applicant.



Click here to Start Action.

The bottom of the screen shows 

the position for which the Hiring 

Proposal is being completed.



This is the Hiring Proposal Certification 

page. Dean/Directors are required to attest 

the completion of the pre-employment steps 

listed before routing for further approval.  



The Dean/Director will then need to certify that  

all pre-employment steps were completed prior 

to completing the Hiring Proposal.

When finished click to continue 

to move to the next page. 



Certain fields will default based on previous 

entries from the Position Description Module 

and the Application Form.  All required fields 

must be completed. 

Note: Please review the 

document carefully to be sure 

all information is correct before 

moving on to the next step.



Select  the individuals that 

should have access to review 

the position information here.

To move one individual from the 

“Not Selected” box to the 

“Selected” box click this button.

Click here to continue to 

move to the next page.



This is the “Work References” 

page of the Hiring Proposal.

This is a “Builder Format” page. Click 

“Add Entry” to begin entering the hires 

“Work References”.



Enter the information related to 

the work reference verified.

Click “Add Entry” when finished.



You may “View”, “Delete” or 

“Edit” the work reference entry.

Click continue to move 

to the next page.



This is the “Start-up Costs” page for the Hiring Proposal.  

This page is used  to capture the actual expenditures 

associated with the hire for the faculty position. 

Follow the instructional 

text below. 
Click here to retrieve the 

“Actual Costs” worksheet.

Click continue to move 

to the next page.



This is the “actual start-up costs” worksheet. Indicate the 

information for each column below. The object of this 

worksheet is to calculate the estimated net start-up costs 

associated with the position.



You will then need to determine the “Actual  Total 

Start-up Cost” by calculating the sum of the dollar 

amounts entered in to the “Amount” column. 

Actual Total Start-up Cost 



You will then need to indicate the Research Grants & 

Income sources the hire will bring to the University. 

You will then need to 

determine  the “Total 

Grants/Income” by 

calculating the dollars 

amounts entered in the 

“Amount” column.

To determine the “Actual Net Start-up Costs, you need to subtract 

the “Total Start-up Costs” minus “Total Grants/Income”. 

Actual



You will need to “Save” the Actual Costs worksheet to 

your computer and then attach it to the “Supplemental 

Documentation” of the Hiring Proposal.



Click “Browse”  to retrieve your saved 

Actual Start-up Costs worksheet.

Click “Attach” to insert the 

worksheet into the Hiring Proposal.



Click “Confirm” to finish 

attaching the document.



You can “Remove” or “View” 

the attached document.

Click continue to move 

to the next page.



Select the appropriate radio button to 

route the Hiring Proposal to the next 

level of approval and click “Continue”.



Click “Confirm” to ensure your Hiring 

Proposal routes to the next level.



The Hiring Proposal action has 

been successfully completed 

when this message appears.

You may logout 

when finished.



For questions regarding the PV PAWS system please contact:

Elmary Wells

Human Resources Specialist 

Office of Human Resources

(936)261-1723

elwells@pvamu.edu

or 

Jana Smith

Employment Analyst 

Office of Human Resources

(936) 261-1729

jbsmith@pvamu.edu


