UNCLASSIFIED POSITION REQUEST


School/Department ________________________________________________  
Date _____________________________

⁫  New Position;      ⁫  Existing Position;
Replacement for: _______________________________________________

Effective Dates: Start Date  
Job Title  

Proposed Salary/matrix level: $______________  Appointment (fte) %  ________   Current Budget Index___________________ 

     Proposed Appointment (check one from each section)

      ⁫  Fixed Term
⁫  Full time


⁫  9-month term of service

               ⁫  Temporary;  ⁫  Renewable
⁫  Part time (indicate term)
⁫  12- month term of service

      ⁫  Annual Tenure
      ⁫  Fall;       ⁫  Winter

⁫  Other ___________________

      ⁫  Indefinite Tenure
      ⁫  Spring;   ⁫  Summer

Division Chairperson _______________________________________________________________   Date ________________________________

Dean/Hiring Supervisor  ____________________________________________________   Date _____________________________

  




BUDGET OFFICE USE:




         Approvals:

Are funds currently in budget sufficient?  ⁪Yes;    ⁪  No   
         ⁫ Approved
⁫ Disapproved  

If no, amount and source of additional funds required: 
         

______________________________________________
         

______________________________________________                                                                              


        

Approved salary range:                                                                        __________________________________________








          Provost/Vice President

$________________ to      $_______________

               

Position number: _____________________________                      
Budget verified:  ______________________________                                                                                                              

Approval Routing order:  Dean/Hiring Supv.(Budget(Provost/Vice Pres (HR
Search Committee:

Chair  
  Asst. to Search Chair  ___________________________________________ 

Committee:_____________________________________________________________________________________________________________________________________________________________________________________________________________

Affirmative Action outreach strategy (e.g., advertisements, notices to women's and minority caucuses of professional organizations, electronic bulletin boards, networking by search committee members):


Affirmative Action Guidelines Followed:

___________________________________________________

Affirmative Action Officer                       Date







     Attachment Checklist:


          ⁫  Hiring Justification (if new or revised position)	                ⁫  Position Description (not required for teaching faculty)


           ⁫  Approved Position Announcement                                        ⁫  Copy of resignation or retirement letter  (if refilling a position)  


           						








