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QRG:  Outside Employment Request

Outside Employment Request
An Outside Employment Request form should be submitted by UADA Faculty and 
exempt staff at the time of hire or during the year if an employee wishes to 
engage in an outside employment opportunity. Outside employment activities 
are defined in UADA Policy 450.1.

The Outside Employment Request can be submitted anytime in Workday by 
typing Create Request in Workday's search tool, then select All > UADA 
Outside Employment Request.

Complete the form as appropriate, and then Submit. The Outside Employment 
Request will route to the employee's manager, department head, and appropriate 
Sr. Associate Vice President for review.  

Once reviewed, the employee will receive a notification in Workday of approval or 
denial of the Outside Employment Request.  Contact your manager for additional 
details if the request is denied or if you have additional questions.

Jill Williams
Cross-Out


	EDIT ADDITIONAL DATA
	NEXT STEPS



