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I’VE GOT A FRIEND – ADMU EMPLOYEE REFERRAL PROGRAM
	Referral Guidelines

	

	1. To refer a potential employee, please complete this form and return it, along with a copy of the prospective candidate’s resume, application, or both, to the Human Resources Management Office.
2. HRMO administrators and staff, and employees involved in the hiring and decision process for a particular position are not eligible for the referral.

3. Candidates should not be currently employed by the University in any capacity, have not been referred previously and have not previously applied for a positioning the University.

4. The referral award is granted upon permanency of the candidate, or has been employed for six months.  The reward will be made as a taxable through the employee’s regular payroll as additional payment.
5. The HRMO reserves the right to make the final determination about candidate eligibility, including whether they are qualified for positions designated within the program.  In the event an applicant is referred by more than one employee, the deciding factor will be the date of receipt of the referral to Human Resources. 

	Employee Information

	Employee Name:
	
	Date:
	

	Employee ID:
	
	Department:
	

	E-Mail Address:
	
	Telephone Number:
	

	

	Referral Information

	Candidate Name:
	

	E-Mail Address:
	
	Telephone Number:
	

	Position Referred For:
	

	

	For Human Resources Use Only

	Date /Time Received:
	
	Interviewed:
	

	Hired:
	
	Reward date:
	


