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 Add/Drop/Change Form (Complete Online) ................................................................ IV-A 
 
 Application for Spouse/Dependent Child Fee Remission ............................................ IV-B 
 
 Authorization for Travel (B-27) ................................................................................... IV-C 
 
 Bi-Weekly Time Sheet (B-65) ...................................................................................... IV-D 
 
 Bookstore Intra University Charge Form (B-105) .........................................................IV-E 
 
 Borrowing Equipment Form (B-24) .............................................................................. IV-F 
 
 Budget Transfer Form ................................................................................................... IV-G 
 
 Capital Equipment Release/Move Order (B-450) ........................................................ IV-H 
 
 Change in Assignment and Designation of Space .......................................................... IV-I 
 
 Payment Request Voucher (B-118) ............................................................................... IV-J 
 
 Guy Brown Products ..................................................................................................... IV-K 
 
 Course Transfer Authorization Form .............................................................................IV-L 
 
 Educational Assistance Program--Class Attendance Request ..................................... IV-M 
   

Fee Remission Program ......................................................................................... IV-M-1-a 
 

Indiana Worker’s Compensation First Report of Employee Injury/Illness .................. IV-N 
  
 Forms for course or program changes: 
 
  Revised Course Form, Corequisite Course Form ............................................. IV-O 
 
  New Course Form, Corequisite Course Form .................................................... IV-P 
 
  New or Revised Checksheet, New Program Form ........................................... IV-Q 
 
  New or Revised Program Checksheet, Revised Program Form ....................... IV-R 
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Forms for faculty-administrative-professional employment or reappointment: 

 
  Request to Fill Full-Time Faculty or Professional Position (HR-131) .............. IV-S 
 
  University Compliance Business Reply Card w/ Clery Card ..................... IV-S-1-a 
 
  Assessing Collegiality Reference Sheet ..................................................... IV-S-1-b 
 
  NOA (Notice of Appointment) for Faculty and Professional Personnel ...........IV-T 
 
  Request to Interview for Faculty and Professional Positions ........................... IV-U 
 
  Faculty/Professional--Personal Information Form (P-2) .................................. IV-V 
 
  Faculty/Professional Notice of Change in Status/Compensation (P-3) ........... IV-W 
 
  Faculty/Professional Addendum to Employment Contract .............................. IV-X 
 
 Forms for student employment: 
 
  Student Employment Vacancy Form (Complete Online) ................................. IV-Y 
 
  Student Employment Authorization (B-403) (Complete Online) ......................IV-Z 
     (Student Employment Change in Base Rate Request) 
 
 Request for Leave of Absence ................................................................................... IV-AA 
  
 Certification of Health Care Provider (Family & Medical Leave Act ................ IV-AA-1-a 
 of 1993) 
 
 Forms for staff/service personnel employment: 
 
  Employee Requisition (B-288) ....................................................................... IV-BB 
 
 Field Trip Notice (Student Travel Notice) .................................................................. IV-CC 
 
 Departmental Absence Report (Faculty/Professional/Exempt Staff Personnel) ....... IV-DD 
 (No longer used.) 
 
 Individual Absence Report (Doctoral Assistants, Graduate ....................................... IV-EE 
 Assistants, Residence Hall Advisers, Undergraduate Fellows, 
 and Undergraduate Interns) (B-77) 
 
 Individual Absence Report (Faculty/Professional/Exempt Staff Personnel) (B-25) ...IV-FF 
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 Overtime Authorization (B-347) (No longer used.) .................................................. IV-GG 
 
 Petty Cash Voucher (B-6) .......................................................................................... IV-HH 
 
 Printing and Duplicating Requisition (B-23) ................................................................ IV-II 
 
 Purchase Requisition (B-9) (Complete On-Line) ......................................................... IV-JJ 
 
 Request for Cash Advance (B-110) ........................................................................... IV-KK 
 
 Request for Withdrawal of Trust Funds from Ball State ............................................ IV-LL 
 University Foundation 
 
 Shipping Authorization (B-371) ............................................................................... IV-MM 
 
 Space Requisition Form (B-67) ................................................................................. IV-NN 
 
 Staff Development Program--Authorization for Expenditure (HR-110) ................... IV-OO 
  
 Stores Requisition (B-139) (Complete On-Line) .........................................................IV-PP 
 
 Student Center Reservation Form .............................................................................. IV-QQ 
 
 Student Payroll Time and Attendance Record – Off campus Work Study ................. IV-RR 
 
 Telephone Change Request .........................................................................................IV-SS 
 
 Topic Approval Sheet for Research Paper/Creative Project ....................................... IV-TT 
 (3 semester hours) 
 
 Topic Approval Sheet for Thesis/Creative Project .................................................... IV-UU 
 (6 semester hours) 
 
 Travel Expense Voucher (B-111) .............................................................................. IV-VV 
  
 Work Record and Absence Report for Nonexempt ................................................. IV-WW 
 Staff Personnel (B-375) (No longer used.) 
 
 Work Request Form ................................................................................................... IV-XX 
 
 
*This is not a complete listing of all university forms but merely a compilation of some of those 
most often used.  For others, go to www.bsu.edu/webapps2/formfinder/.  
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