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NEW POSITION REQUEST FORM
Page 1 of 2



CONTACT INFORMATION:  (Complete all fields except those indicating Budget and/or Human Resources Use.)
	     
	    
	     
	    
	     
	     

	Prepared By
	Ext
	Date
	Mail Station
	Admin. Unit
	BAF #


	EXPLAIN PROPOSED ACTION:        

	     


NEW POSITION INFORMATION (Screen 061): 
	A
	BUDGET USE: 

HRS Position #
	Job Title
	Job Class
	Job Group
	Calendar ID
	Div
	Dept No.
	Admin Unit
	Timesheet Loc.

	
	
	     
	    
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     
	     
	     
	   


	B
	Position Dates
	Salary Schedule
	Work Study
	Type
	Permanent / Temporary
	BUDGET USE:

	
	Begin
	End
	Low
	High
	
	
	
	Frozen
	Restricted

	
	     
	     
	     
     
	     
     
	 
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	
	


	C
	Grant / Contract
	FLSA
	BUDGET USE
	(Screen 062)

Full Time Equivalent
	Hourly or Monthly 

Rate at 100%
	Annual / Academic Rate
	Amount / Cost

	
	
	
	Earnings Code
	Roll Flag
	Prior Position No.
	
	
	
	

	
	 
	 FORMDROPDOWN 

	
	
	
	     
	     
	     
	     


POSITION FUNDING INFORMATION (Screen 063):
	BUD:

Occ 
	Acct  # & Subcode
	Cost Sharing
	BUDGET USE:

Budget Pos. #
	Original Funding
	Begin Date
	End Date
	% Charged 

to  Acct
	Funding Distribution
	Alternate Benefit  Acct

	
	     
	     
	
	     
	     
	     
	     
	     
	     


	BUD:

Occ 
	Acct  # & Subcode
	Cost Sharing
	BUDGET USE:

Budget Pos. #
	Original Funding
	Begin Date
	End Date
	% Charged 

to  Acct
	Funding Distribution
	Alternate Benefit  Acct

	
	     
	     
	
	     
	     
	     
	     
	     
	     


	BUD:

Occ 
	Acct  # & Subcode
	Cost Sharing
	BUDGET USE:

Budget Pos. #
	Original Funding
	Begin Date
	End Date
	% Charged 

to  Acct
	Funding Distribution
	Alternate Benefit  Acct

	
	     
	     
	
	     
	     
	     
	     
	     
	     


	BUD:

Occ 
	Acct  # & Subcode
	Cost Sharing
	BUDGET USE:

Budget Pos. #
	Original Funding
	Begin Date
	End Date
	% Charged 

to  Acct
	Funding Distribution
	Alternate Benefit  Acct

	
	     
	     
	
	     
	     
	     
	     
	     
	     


	BUD:

Occ 
	Acct  # & Subcode
	Cost Sharing
	BUDGET USE:

Budget Pos. #
	Original Funding
	Begin Date
	End Date
	% Charged 

to  Acct
	Funding Distribution
	Alternate Benefit  Acct

	
	     
	     
	
	     
	     
	     
	     
	     
	     


Page 2 attached?       FORMCHECKBOX 
 Yes           FORMCHECKBOX 
  No

APPROVALS / CONCURRENCES  

ACCOUNT MANAGER
DATE
VICE PRESIDENT / PROVOST
DATE

DEPARTMENT HEAD (IF APPLICABLE)
DATE
 PRESIDENT
DATE

DEAN (IF APPLICABLE)
DATE
 BUDGET
DATE

CONCURRENCE (IF APPLICABLE)
DATE 
HRS 
BIS 

CONTACT INFORMATION: 
	     
	    
	     
	     
	     
	     

	Prepared By
	Ext
	Date
	Mail Station
	Admin. Unit
	BAF #


JUSTIFICATION INFORMATION:  (NOT NECESSARY FOR TEACHING  ASSISTANTS, RESEARCH ASSISTANTS, AND CONTRACT & GRANT POSITIONS)

PROPOSED SALARY RATE AT 100%:
ACADEMIC
     
ANNUAL
     

DESCRIBE WORKLOAD INCREASE THAT JUSTIFIES THIS NEW POSITION:  

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     






HRS:  061/062/063 (3/03)
ROUTE THE ORIGINAL
ADMIN UNIT RETAIN A FILE COPY
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