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Rehired Retiree:
Workflow, Routing & Approvals

Department determines the need 
for a rehire-retiree. Submits a 
completed approval package for 
review/approval to include:

• Business need and justification for 
position

• AVC approval
• Budgetary/Funding information 

and approval
• Rehire-retiree resume and contact 

information
• Job Description
• Completed UBEN 138 (minus the 

VC and HR approval) and UBEN 
1039

• *proposed salary is included in 
UBEN 138

• *if request is for extension, 
extension justification required

• *Appointment information required 
if rehire retiree has prior post 
retirement appointment at UCR or 
elsewhere in the system

Once a package is 
received, HRBP will:

• Review submitted 
package for 
completeness and 
compliance with policy

• Advise and consult on 
request, justification, and 
business need

• Submit the package for 
approval to VC and HR

HRBP will coordinate 
approvals with appropriate 
Central HR department as 
necessary:

• HR review and approval 
required for all Rehire Retiree 
Appointments (initial and 
extensions)

• HR will inform HRBP of 
request status and provide 
signed UBEN 138 and UBEN 
1039

• HRBP communicates 
outcome to department and 
provides them with the signed 
UBEN 138 and 1039 Forms 
(required to attach in 
ServiceLink)

• HRBP will work with 
the Department to 
manage Position ID
(request new or re-
assign existing ID) for
rehire- retiree (based 
on needed oversight 
for these positions)

• HRBP submits hire 
request to APPS and 
to coordinate on-
boarding

• Track Rehire-retiree 
hours to ensure
<1000 hours worked

Retirees may NOT start work 
until all approvals obtained.

Retirees are limited to no 
more than 0.43 FTE


