	HUMAN RESOURCES LABEL SELECTION FORM

A COPY OF THE MATERIAL TO BE MAILED MUST BE ATTACHED TO THIS ORDER FORM

Send completed form to Gwen Burns at 123 Orovitz LC 1410, or fax to (305) 284-2854









PLEASE ALLOW 2 – 3 DAYS FOR PROCESSING





Revised 04/02/01


	NAME
	     
	
	  FORMCHECKBOX 

	INTEROFFICE MAIL
	
	  FORMCHECKBOX 

	PICKUP AT IT (126 UNGAR, 8-3945)
	
	

	DEPARTMENT
	     
	
	
	AUTHORIZED ACCOUNT SIGNATURE

	DATE
	     
	
	  PHONE
	     
	
	 BLDG
	     
	
	   LOCATOR CODE
	     
	
	

	
	       CHARGE TO ACCOUNT NO.
	     
	
	PRINT AUTHORIZED SIGNATURE


	FOR OFFICE USE ONLY

	Date Order Processed
	
	
	Job Name
	
	
	Job No.
	
	
	No of Labels
	
	
	Charge
	
	

	


Please choose below the characteristics of the population that you wish to appear on your labels.  If you do not choose a particular area, the highlighted choice will be used.
	TYPE OF LABELS
	
	--OR--
	
	 FORMCHECKBOX 

	PR Part-Time Regular at least 50%
	
	
	ETHNICITY

	 FORMCHECKBOX 

	Work Address (Locator Code Order)
	
	Include any of the following Units:
	
	
	 FORMCHECKBOX 

	PN Non-Enrolled Fellows (Part-Time
	
	 FORMCHECKBOX 

	All Ethnic Groups

	 FORMCHECKBOX 

	Home Address (Zip Code Order)
	
	 FORMCHECKBOX 

	Advancement
	 FORMCHECKBOX 

	Architecture
	
	
	 FORMCHECKBOX 

	PX Non-Enrolled Fellows
	
	
	

	 FORMCHECKBOX 

	Pressure Sensitive (Peel-off)
	
	 FORMCHECKBOX 

	Art & Sciences
	 FORMCHECKBOX 

	Athletics
	
	
	 FORMCHECKBOX 

	SB Sabbatical
	
	--OR--

	 FORMCHECKBOX 

	Cheshire (Paper)
	
	 FORMCHECKBOX 

	Business & Finance
	 FORMCHECKBOX 

	Business School
	
	
	 FORMCHECKBOX 

	TP Temporary Pool
	
	Include each of the following groups:

	 FORMCHECKBOX 

	Email to Work Address*
	
	 FORMCHECKBOX 

	Business Services
	 FORMCHECKBOX 

	Communication
	
	
	 FORMCHECKBOX 

	WR Working Retiree
	
	 FORMCHECKBOX 

	B Black, Non-Hispanic

	 FORMCHECKBOX 

	Pressure Sensitive and Email to 
	
	 FORMCHECKBOX 

	Continuing Studies
	 FORMCHECKBOX 

	Education
	
	
	 FORMCHECKBOX 

	RH Working Retiree Temp Position
	
	 FORMCHECKBOX 

	I American Indian or Alaskan Native

	
	Work Address
	
	 FORMCHECKBOX 

	Engineering
	 FORMCHECKBOX 

	Faculty Emeritus
	
	
	--OR--
	
	
	

	*Please note not all employees have Email address.  Pressure sensitive labels will be printed for those who are not in the University of Miami System.
	
	 FORMCHECKBOX 

	General Counsel
	 FORMCHECKBOX 

	SIS
	
	
	Include ONE of the following codes:
	
	 FORMCHECKBOX 

	M White, Non-Hispanic

	
	
	 FORMCHECKBOX 

	Grad School
	 FORMCHECKBOX 

	Information Tech
	
	
	 FORMCHECKBOX 

	LO Layoff
	
	 FORMCHECKBOX 

	O Asian, Pacific Islander

	
	
	 FORMCHECKBOX 

	Human Resources
	 FORMCHECKBOX 

	Law School
	
	
	 FORMCHECKBOX 

	LY Leave of Absence
	
	 FORMCHECKBOX 

	S Hispanic

	
	
	 FORMCHECKBOX 

	LRPC
	 FORMCHECKBOX 

	Music
	
	
	
	
	
	
	

	
	
	 FORMCHECKBOX 

	School of Medicine
	 FORMCHECKBOX 

	Physical Plant
	
	
	
	JOB CODES
	
	GENDER

	SPECIALITY LISTS
	
	 FORMCHECKBOX 

	Nursing
	 FORMCHECKBOX 

	Student Affairs
	
	
	 FORMCHECKBOX 

	Include All Job Codes
	
	 FORMCHECKBOX 

	Include Both Genders

	 FORMCHECKBOX 

	University Administrators (TO HELP
	
	 FORMCHECKBOX 

	Rosenstiel (Academic)
	
	
	
	
	 FORMCHECKBOX 

	Include all but Student Workers (L, N. P)
	
	 FORMCHECKBOX 

	Include Males Only

	
	AVOID DUPLICATES—this list includes ALL of the other specialty lists below.
	
	
	
	
	
	
	 FORMCHECKBOX 

	Include Administration, Faculty, Research (A-D, G & R) 
	
	 FORMCHECKBOX 

	Include Females Only

	
	
	
	--OR--
	
	
	
	
	
	

	
	
	
	List any 3 Department Numbers
	
	
	
	 FORMCHECKBOX 

	Include Faculty only (B-D, & G)
	
	
	

	 FORMCHECKBOX 

	Senior Administrators/Deans
	
	
	     
	
	     
	
	     
	
	
	
	
	
	
	
	
	

	 FORMCHECKBOX 

	Deans & Assistant Deans (Academic)
	
	
	
	
	
	
	
	--OR--
	
	
	

	 FORMCHECKBOX 

	Chairpersons & Assistants Chairs
	
	STATUS CODES
	
	Include each of the following codes:
	
	
	

	 FORMCHECKBOX 

	Directors
	
	 FORMCHECKBOX 

	Include all Status Codes
	
	
	
	
	
	
	
	

	 FORMCHECKBOX 

	Assoc/Asst Directors; Managers;

Supervisors
	
	 FORMCHECKBOX 

	Include all Status Codes Except RE, BE, LO, LY, TP, TT, RH, DI, PN, PX, HW
	
	
	
	 FORMCHECKBOX 

	A Administrative/Professional
	
	
	

	
	
	
	
	
	
	
	
	 FORMCHECKBOX 

	B Faculty-12 Months
	
	
	

	 FORMCHECKBOX 

	Administrative Assistants/Assistants to…
	
	
	
	
	
	
	 FORMCHECKBOX 

	C PIP Faculty
	
	
	

	
	
	
	--OR--
	
	 FORMCHECKBOX 

	D Faculty-9 Months
	
	
	

	
	
	
	Include each of the following codes:
	
	 FORMCHECKBOX 

	G Faculty 9/12
	
	
	

	ORGANIZATIONAL UNITS
	
	 FORMCHECKBOX 

	FP Faculty Full-Time Regular/Term Assign
	
	 FORMCHECKBOX 

	H Non-Exempt/Staff-75-hour schedule
	
	
	

	 FORMCHECKBOX 

	All Units
	
	 FORMCHECKBOX 

	FR Full-Time Regular
	
	 FORMCHECKBOX 

	I Staff-75 hour schedule
	
	
	

	
	
	
	 FORMCHECKBOX 

	FS Semester Lecturer
	
	 FORMCHECKBOX 

	J Seamen 80 hour schedule
	
	
	

	--OR--
	
	 FORMCHECKBOX 

	FV Faculty Full-Time Reg/Paid VAMC (Med School Only)
	
	 FORMCHECKBOX 

	K Non-Exempt/Staff-80-hour schedule
	
	
	

	Include each of the following Units:
	
	 FORMCHECKBOX 

	VA Faculty Full-Time Reg/Non-Paid VAMC (Med School Only)
	
	 FORMCHECKBOX 

	L Hourly Paid Students
	
	
	

	 FORMCHECKBOX 

	All Coral Gables Campus Units
	
	 FORMCHECKBOX 

	VO Faculty Part-Time Vol (Med School Only)
	
	 FORMCHECKBOX 

	M Non-Exempt—Physical Plant
	
	
	

	 FORMCHECKBOX 

	All Medical Units (Primary Div 30, 80)
	
	 FORMCHECKBOX 

	PF Faculty Part-time Temp (91 days or more)
	
	 FORMCHECKBOX 

	N Monthly Paid Students
	
	
	

	
	
	
	 FORMCHECKBOX 

	TT Full/Part-Time Temp (less than 91 days)
	
	 FORMCHECKBOX 

	P Student Biweekly Stipends
	
	
	

	 FORMCHECKBOX 

	All Marine School Units (Div 20, Dean 65)
	
	 FORMCHECKBOX 

	HW Hourly Worker (Casual Worker)
	
	 FORMCHECKBOX 

	R Research/Training Associates
	
	
	

	
	
	
	 FORMCHECKBOX 

	NR Non-Paid/Contact
	
	
	
	
	
	

	
	
	
	 FORMCHECKBOX 

	PL Part-Time Regular less than 50%
	
	
	
	
	
	


