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                                                                                                                                                         Revised 09-03-2014

	For Full-Time and Part-Time Staff, please log in to PeopleAdmin and request changes in the Position Management module.  Instructions for this process are available at the VSU Budget website. For Faculty, Temporary, Student, and Graduate Assistant Positions please fill out this form to: 1) request a NEW position, 2) change the funding for an EXISTING position, or 3) REHIRE funded positions.  Forward as listed below in the “Approvals” section with a completed Position Description.  The form must be signed by all levels of management responsible for the classification as well as funding of the position.  Departments reporting directly to the President should obtain the President’s signature.

	Check one:

	Classification Information: Contact Human Resources (VSU ext. 5709)  with any questions.
	Funding Information:  Contact Budget Services (VSU ext. 5708) with any questions.

	Effective Date:
	
	Department Name
	

	Title
	
	Maximum number of individuals in this position:  
	

	Job Code
 &
Pay Group
	
	Source of Funds (attach an approved Budget Amendment form which  indicates the source of funding)
	

	Pay Grade
	
	Expense Account #
	

	Regular/Temp
	
	    (% Split, if applicable)
	

	Full/Part-time
	
	    (% Split, if applicable)
	

	Equivalent Full Time
	
	Grant / Project ID
	

	Proposed Salary
	
	Estimated Fringes/Taxes
	

	Please address one of the following:  1) the need for the NEW position including alternatives for accomplishing these tasks and the impact on VSU’s mission,   OR  2) the details associated with other changes in funding for  EXISTING positions, including the position number.  (Attach additional pages if necessary)

For information regarding this request, please contact:  ____________________________________________________________________

Phone: ____________________________         Email: ____________________________________________________________________ 

	APPROVALS: (Sign and date)

	Human Resources:
	
	Date:

	Dept Head, Director or Principal  Investigator:
	
	Date: 

	Dean / Director:
	
	Date:

	Vice President or Cabinet Officer:
	
	Date:

	President:
	
	Date:

	FOR BUDGET SERVICES INTERNAL USE

	ADP  Position #:
	Notified:
	

	Entered:
	Dept
	

	ADP  EV5
	Date
	
	Initials    
	
	
	HR
	

	PeopleSoft Financials
	Date
	
	Initials     
	
	
	PR
	


�





Changing Funding for Existing Pos # ________





New Position Funding Request





Rehire Pos #_________









