
Position Initiation and Modification Form

The form on the next page is used to request and set up:
· a new position for your department/unit
· a current budgeted position to be modified or repurposed 
· an audit of a current staff or administrative position, or
· a terminal leave position number.

Directions:

Fill in the “Requestor” section of the form with your information.

1. Select the appropriate action: Pick the action you are trying to take.  
· If this position has not existed before, select New Position.  
· If a current position needs to be re-purposed into a different job, select Modify.  
· If you want to have a staff or administrative professional position reviewed, select Audit.  Please note all classified staff positions must go through the audit process before changes will be made.
· A Terminal Leave number is only needed if the department needs to repurpose the position into another job while the predecessor is on Terminal Leave.  Please attach a copy of the terminal leave application.

For all selections, you must have the existing budget dollars to support your request.

2. Position Information: This is the primary details of the position. 
· Select the appropriate type of position from the drop-down box.
· Fill in the details of each of the remaining questions.
· For Staff or Administrative positions, please submit a Position Description Questionnaire with this request.  
· For Academic positions, please visit Academic Affairs’ website for the appropriate job description form – Faculty, APL, or Academic Professional and submit with this request.

3. Funding Information: Provide the position funding information.
· Enter the amount you have allocated in your budget for this request.
· The pay rate range is what you expect to offer a new employee for this type of position.  
· Please access current pay for others in your department and/or CUPA benchmarking information to get an appropriate estimate.  You can contact the HR Class/Comp department for assistance.
· Enter your complete 16-digit funding string into the Account String box.

4. Approval Signature:  Send this form via interoffice mail to acquire the appropriate signatures.

Once the form is complete, approved, and sent to HR, the position will be created in HRMS (HCM). HR will notify the requestor that the position is ready to start the recruitment process or to schedule the audit.

Area Director/Dean and Budget Office are the only signatures necessary for placing an employee into a terminal leave number.





Position Initiation and Modification Form
Please fill out form in its entirety. 

[bookmark: Text3]Date:      					Requestor: Click or tap here to enter text.	

[bookmark: _GoBack]Phone: Click or tap here to enter text.			Email: Click or tap here to enter text.	

1. [bookmark: Dropdown2] Select the appropriate action:     
(New position, Modification to a position, Audit of current staff position, Terminal leave number)

2. Position Information:

a. [bookmark: Dropdown1]Type of position:   

b.  Current Incumbent:	

c. Position number: Click or tap here to enter text. (If new, it will be applied by Budget Office)

i. Terminal Leave Position number:   Click or tap here to enter text. (provided by Budget Office)
ii. Effective date for terminal leave:

d. Division/Department name and number: Click or tap here to enter text.

e. Full time (FTE%) or on a calendar: Click or tap here to enter text.

f. Supervisor’s name and position number: Click or tap here to enter text.

g. Estimated title and pay grade: Click or tap here to enter text.

h. Attach the Position Description Questionnaire for staff or administrative positions or the appropriate academic job description.

3. Funding information:
Current budget amount for this position: $ Click or tap here to enter text.
	
For a new or modified vacant position, what is the estimated hiring pay rate range:
$Click or tap here to enter text. to $Click or tap here to enter text.
 
Account String(s) with distribution % for each: Click or tap here to enter text.
   
4. Approval Signature:

Area Dean/Director: 							     Date			
	
Area VP: 									     Date			

Budget Office: 								     Date			


Once complete, return the form to Human Resources

