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Employee Completes 
Section A of the Dual 

Appointment 
Agreement and obtains 
preliminary permission 
from direct supervisor 

at home institution 

GT Supervisor signs 
Agreement and 

completes the Georgia 
Tech DAA Coversheet, 

which are both then 
entered into the GT-

TRACS with the College, 
Faculty Affairs, and the 

Provost’s or EVPR’s 
Office as approvers 

The College reviews the 
Agreement for 

completeness, and the 
Dean signs off. 

 Faculty Affairs tags the 
Dual Appointment 

Coordinator in a note for 
his/her review 

The Dual Appointment 
Coordinator reviews 
the form, contacts the 
Home institution to 

discuss benefits 
implications, and 

includes applicable 
deductions to the form. 

 Faculty Affairs reviews 
the Assignment, confirms 
the FTE and credentials, 
if teaching, and tags the 

Dual Appointment 
Coordinator in a notice. 

 The Provost/EVPR 
reviews the request 
and approves/denies 

on behalf of the 
President 

 Faculty Affairs notifies 
the Dual Employment 
Coordinator once the 
request approval is 

complete. 

Dual Appointment 
Coordinator distributes to 

Providing Institution 
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 Dual Appointment 
Coordinator receives 
Dual Appointment 
Agreement from 

Requesting Institution, 
reviews, and sends 

PDF to GT department 

 Faculty Affairs notifies 
the Dual Employment 
Coordinator once the 
request approval is 

complete 

Provost’s/EVPR 
reviews and 

approves/denies the 
request on behalf of 

the President 

 Faculty Affairs 
reviews the assignment 

and approves the 
request on behalf of 
Academic Affairs 

 GT department reviews 
eligibility, completes GT 

DAA Coversheet, and 
signs Agreement, which 

are both then entered into 
GT-TRACS with the 

College, Faculty Affairs, 
and the 

Provost’s/EVPR’s Office 
as approvers 

 The College reviews the 
Agreement for eligibility, 

and the Dean signs off 

Dual Appointment 
Coordinator distributes to GT 

Finance and Requesting 
Institution. 


