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Academic Employee Request for Prior Service Credit    
SUNY Policies of the Board of Trustees [XI, Title B.3(c)(1)]:  "In determining eligibility for continuing appointment..., satisfactory full-time prior service in academic rank at any other accredited institution of higher education may, at the request of the appointee and in the discretion of the Chancellor, or designee, be credited as service, up to a maximum of three years, at the time of appointment at a college.  Waiver of all or part of this service credit shall be granted upon written request of the employee to the chief administrative officer not later than six months after the date of initial appointment."

To:  Ms Amy Kahn, Director of Human Resources                                 Date:            
After reviewing the sections of the referenced policies, and after reviewing tenure requirements with my unit head and/or dean, I hereby request approval of the credit for the following service:

Record of Full-Time Academic Service at accredited institutions of higher education, other than SUNY.

	Institution
	Academic Rank
	Full-Time Yes/No
	Inclusive dates of employment
	Service Credit requested

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	 FORMDROPDOWN 



*Total Prior Service Credit Requested (Max = 3 years):  FORMDROPDOWN 
  yrs.

Record of Full-Time Academic Service - SUNY

	Institution
	Academic Rank
	Full-Time Yes/No
	Inclusive dates of employment
	Service Credit requested

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	 FORMDROPDOWN 



*Total Prior Service Credit Requested:  FORMDROPDOWN 
  yrs.

Waiver of Prior Service is not applicable to SUNY service.  This service is not discretionary, but mandatory.

VERIFICATION AUTHORIZATION

To Whom It May Concern:

The undersigned hereby authorizes the accredited institutions aforementioned to verify my employment information as necessary.  Please accept this authorization or reproductions of it as authorization for your response.

Name: 
Print: _______________________________________________________________________________
Signature: ​​________________________________________ Date:  ​​​​​​​​​​​​​​​__________________________
Upon receipt of this request, your prior service claim will be reviewed and verified by the staff of the Human Resources Office.  Thereafter, you will receive a letter (copied to your unit head and dean) confirming the crediting of your prior service and advising you of your new tenure date.

Within six months from your initial appointment date, you may choose to waive any or all of your approved prior service credit by submitting a written request in the following format to the Director of Human Resources:


[After careful review and consideration, I have decided to waive all or _____ year(s) of the prior service credited previously credited for me.  My record should now include ___________ year(s) of credited prior service.]
Name (Please print): _____________________Signature & Date__________________________


03/11
Human Resource Processing (Office Use Only)


Date of Prior Service Receipt Letter:  ___________               Date of Prior Service Approval Letter:  __________


Date of Prior Service Verification Letter: __________           Date Updated SUNY HR:  ___________


Continuing Appointment Effective Date changed from:  ___________ to ___________








