Human Resources 
Unclassified Request for Authorization of Position and Search

______________________________________________________________________________

Department/Program/College

Bargaining Unit:  ______________________________________________________________


New Position


Vacant Position 

Position Revision


Probationary


Fixed Term


Temporary


Position Control #: _____________________________________________________________


Proposed Title: ________________________________________________________________

Proposed Rank/Range and Budgeted Salary: _______________________________________









Funding Source(s): _______________________    Advertising Account #: _______________



          (Identify grant, if applicable)

Proposed Appointment Date: ____________________________________________________

Former Occupant if Replacement: ________________________________________________
Vacancy Packet Review:
	(Documents INDICATED below may be submitted to the Dir of HR/Affirmative Action Officer after the position has been posted and advertised)

	Item
	Approval
	Item
	Approval

	
	
	Pre-Interview

Screening Criteria
	

	Vacancy Notice
	
	Interview Questions
	

	Advertising Plan
	
	Hiring Criteria
	


Signatures (please obtain in order):

____________________________________________________


Dean/Director 
    




Date





____________________________________________________


President or Area Vice President
    

Date



____________________________________________________


Dir. of Human Resources/Affirmative Action Officer   
Date




    

____________________________________________________


Budgetary Approval




Date
_____________________________________________________________________________________

HR OFFICE USE

_________________________________________________________

Date advertised



HR Officer Assigned

________________________________________________________________________________________________________
December 2007




