Department of Electrical
and Computer Engineering
Cullen College of Engineering

ECE Department Request Submission Guide

To provide a more streamlined and user-friendly experience, the Electrical and Computer Engineering (ECE) Department
now uses Smartsheet for submitting and tracking departmental requests.

Please use the Smartsheet form to submit the following requests:

Request Category

Travel Request

Contract Request
New Hire Posting
New Hire Offer

Course Scheduling Changes

Termination / Leave of Absence
(LOA) / Summer Work Break

Time Sheet Correction
Business Card Request
Career Ladder Promotion

UPS Shipping Request

Miscellaneous / Other Requests

How It Works

Description

Submit travel authorization requests for university guests, non-employees
(including students, visitors, and prospective employees), and other
approved special circumstances. University employees must submit their
own travel requests and expense reimbursements through the university
system.

Submit requests for all contract-related services.
Submit request approval for new position postings.

Submit requests for new employee offer letters. Include the approved job
posting and position information with the request submission.

Submit requests for changes to course enrollment, classroom assignments,
instructors, class schedules, or instructional methods.

Submit requests related to employee status changes, including
terminations, leaves of absence (LOA) for educational purposes (e.g.,
internships or summer jobs), travel to the home country (if applicable),
assignment end dates based on the employment position during the
regular academic period, and summer work breaks.

Submit requests to correct or update employee timesheet records.
Submit requests for departmental business cards.
Submit requests for career ladder promotion reviews.

Submit requests for shipping packages and processing delivery services
through UPS.

Submit any departmental request not covered by the categories listed
above.

1. Select the appropriate request category in the Smartsheet form.

2. Complete all required fields and submit your request.

3. You will receive an email confirmation after submission.

4. Email notifications will be sent to keep you informed of your request status and progress.

Need Assistance?

If you have any questions or require assistance, please contact the ECE Front Desk team:

Email: ecebizop@central.uh.edu
Phone: 713-743-4400

We are happy to assist you.
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