Position Vacancy Checklist/Hiring Request Approval Form

	Position Title                                                              Pay Grade            FORMCHECKBOX 
 Classified     FORMCHECKBOX 
 Unclassified  

Department                                                                                                                                                                                                                                                                  
Completed by                                                      Title                                                                 Phone        
                                           

	Indicate whether you have considered all of the following:
 FORMCHECKBOX 
  Reassigning the essential duties to other staff.
 FORMCHECKBOX 
  Replacing the position with a part-time employee and reallocate funds.  Some options are included with the form.

 FORMCHECKBOX 
  Outsourcing the work if it would reduce costs and not degrade quality or productivity.

 FORMCHECKBOX 
  Delay filling the position 


	Describe the primary purpose of this position:
     


	What would be the impact of not filling this position?
Permanently:       
Temporarily:       


	Departmental Recommendations
 FORMCHECKBOX 
   Leave position vacant for indefinite period

 FORMCHECKBOX 
   Permanently eliminate position

 FORMCHECKBOX 
   Delay filling the position until 
 FORMCHECKBOX 
   Fill position as soon as possible 
 FORMCHECKBOX 
   Post internally only



	 FORMCHECKBOX 
   Retain current FTE

 FORMCHECKBOX 
   Reduce FTE from       FTE to       FTE and reallocate budget


	 FORMCHECKBOX 
   Fill at same classification

 FORMCHECKBOX 
  Fill at different classification level:  Previous level            Recommended level      
 Justification:
     


	Reviewed by                                                                                                     Date      
                            Vice President/Dean
 FORMCHECKBOX 
   Accept Department recommendation

 FORMCHECKBOX 
   Modify Department recommendation   (fill in comments below)
Comments:        
Attach this form to the Announcement of Position of Vacancy & Position Description used to post the position.



