REQUEST TO FILL SALARIED, FULL-TIME FACULTY/LIBRARIAN POSITION

Purpose:  This form insures that the President and appropriate Vice President have approved filling a position prior to the time that it is posted.

Process:  This form is to be completed by the Provost & Vice President and forwarded to the President.  When approved/not approved, it will be returned by the President to the Provost & Vice President for processing.

Scope:  This form is to be used for all full-time faculty/librarian positions whether the positions are new or open due to a vacancy as a result of a separation.
************************************************************************************************************************

POSITION REQUESTED

Position Title:
_______________________________________________________________________

· New Position

· Refill (provide name of previous incumbent)

Name: _________________________
Salary Range:  _________________________

Department/Division: _________________________________________________________________

Direct Supervisor: ____________________________________________________________________

A job description stating the purpose, duties and qualifications for this position must be attached to this form.

School Dean Requesting Position:  ________________________________
Date: ______________

Provost & Vice President’s Approval:
______________________________
Date: ______________






    Howard B. London
(     Approved

(    Denied

President's Authorization: ___________________________________
Date:  ___________________





Dana Mohler-Faria

Comments (if any):

____________________________________________________________________________________

____________________________________________________________________________________

Position Data Information
A. Position Data:
Position Number:
__________
 (if known) 
Requested Hire Date:
_____________________

Position Type:

 ( Faculty

 ( Librarian

B. Advertising/Posting Requested:
All faculty positions will be posted and advertised in the following publications:  Chronicle of Higher Education, Black Issues and Hispanic Outlook.  

If you would like to use additional sources, please indicate below (be sure to include or attach the full publication name and/or web address and specific deadline information for desired submission date):

_____________________________________________

_____________________________________________

Approval:  
______________________________________________ Date:  __________________



Associate Vice President for Human Resources

Approval:
______________________________________________ Date:  __________________



Assistant to the President for Affirmative Action

C. Budget Verification

· Funds are available for this position.

· Funds will be transferred to fund this position.
Signature:
_______________________________________________ Date:   ______________



Budget Verification

Rev. 06/03
