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	Position Request and Authorization Form



Please complete all applicable fields, as incomplete forms will be returned for correction before processing.

Department:       


Position Title:       

    Please attach a copy of the job description for the position being requested.

Date Needed:       


Position Summary:
Reason for filling position: 
 FORMCHECKBOX 
  New 
      FORMCHECKBOX 
  Replacement     

Employee being replaced:
      

Current Rate/Base Salary:
      

Requested Rate/Base Salary:
      

Org/Acct Number(s) & Percent(s):
      

Position Details:
	 FORMCHECKBOX 
 Full Time (2080 hrs)
 FORMCHECKBOX 
 Full Time (1560+ hrs)
 FORMCHECKBOX 
 Part Time (<1560 hrs)
 FORMCHECKBOX 
 Temporary
	(All fields REQUIRED if position is not a full-time, 12-month (2080-hr) assignment.
Total Hours: 
 
# Months: 
 
List work dates as: MM/DD/YY – MM/DD/YY)


Justification for filling new or vacant position:
	


Funding for the position:
	     

	Director/Manager
	
	
	
	
	Date:
	     

	
	Print Name
	
	Signature
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**************************Items Below for HR Use Only**************************

	Evaluated Hiring Band: 
      


Evaluated Hiring Salary Range*:
      


Evaluated Proposed Rate/Salary:
      


* NOTE:  Offers falling outside the hiring range for the position must have prior approval from the Controller.  Hiring Range provided by HR.

	Vice Provost/Dean
	     
	
	
	
	Date:
	

	Provost/VP
	     
	
	
	
	Date:
	

	VP for HR
	     
	
	
	
	Date:
	

	Controller
	
	
	
	
	Date:
	     

	President
	     
	
	
	
	Date:
	     

	
	Print Name
	
	Signature
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