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VALDOSTA STATE UNIVERSITY
POSITION MANAGEMENT FORM INSTRUCTIONS
(Revised July 9, 2009)

The Position Management Form (PMF) is used to communicate the need for establishing, changing or rehiring positions at Valdosta State University. Once the position request is approved, the form serves as the source documentation for data changes in the PeopleSoft-Human Resources Management and Financials System.  Listed below are the blocks in the Position Management Form with general instructions for completing each blank.  If you have questions, please contact Jan Fackler at ext 5715 and email:  jfackler@valdosta.edu or Barbara Meeks at ext. 4388 and email:  bgmeeks@valdosta.edu. 

The Department of Human Resources and Employee Development will provide information regarding appropriate classification options as a consulting service prior to taking the following steps:

I. Routing for Approvals Instructions:

Each level of management with financial responsibility for the position will sign to approve the request. This step communicates the actions to all levels of management.  Here are the sequential steps in approval:

1. The department head or manager initiates the form. 

2. The Dean/Director is the second level of approval.

3. The Vice President for the requesting division is the third level of approval.

4. For those Divisions, Departments and Offices who report directly to the President:  the President must provide signature approval before sending the form to Human Resources and Employee Development.

5. The Human Resources and Employee Development Department reviews the PMF after the appropriate approvals have been obtained.
a. If the request does not require additional funding and is approved by Human Resources and Employee Development, the position will be posted for hire using the job description as a guide.  The department may proceed with the hire(s) when suitable applicants are identified.  Reorganizations without additional funding requirements may be approved by the signature of the Director of Human Resources and Employee Development and the Vice President for the functional area or the President if the department reports directly to the President.  The form will be forwarded to Budget Services for processing and filing.  It will not be reviewed by the Budget Advisory Council and there will not be further notification necessary.

b. If the request is for an Educational and General position that requires additional funding and is approved by Human Resources and Employee Development, the position request form will be forwarded to the Budget Advisory Council for approval.  The form will be sent to Budget Services where it will be logged for consideration at the next regular Budget Advisory Council meeting.  Forms must be received by Budget Services before 5:30 Wednesday evening in order to be reviewed at the Budget Advisory Council meeting on the following Friday morning.  Budget Services will notify the requesting department, the related Vice President and Human Resources and Employee Development of the Budget Advisory Council’s actions as soon as possible after the meeting.  

c.  In all cases, positions will not be approved for posting unless the annual leave payout can be funded from within the department.  If there is a critical need to hire on this position prior to that time, the request must be made in writing to the next level supervisor within the organization  and approved by the appropriate Vice President. This approval must be attached to the PMF and sent to Human Resources who will then present it to the Budget Advisory Council for funding if available.  A hire may not occur until the funding is identified.  An overlap of two employees in the same position within the same time period will not be funded. Other measures to fund this type of situation may be explored.
d. If the request is NOT approved by Human Resources, the position request form will be returned to the Cabinet Level Officer or Director.

II. Requesting Instructions:

Check one of the following boxes:

1. New Position: check this box to create a new position.

2. Rehire for an existing position: check this box to fill an existing, funded position.

3. Other: use this area to describe changes not a request for a new position or a request to rehire in a funded position.

Effective Date: the earliest date you need the position or changes to be effective in the PeopleSoft Human Resources Management System (PS-HRMS).

PS Position #: the position number in the PeopleSoft Human Resources Management System.

This position number is found on the original budget printout titled, Detail of Personal Services, distributed to department heads at the beginning of the fiscal year.  If you do not know the number, please contact Budget Services and we will provide it for you.  When requesting a new position, there will be no Position number yet.  Budget Services will fill in this blank when the position is established and assigned a number by the PeopleSoft Human Resources Management System.

Status: for current, occupied positions would be described as “Active”.  For most new positions this blank would also be filled with “Active” also.  Usually positions with no current funding are changed to “Inactive” on the system.

Last Incumbent:  the name of the last employee who filled this position.  When requesting a new position, leave this line blank.

III. Position Information Instructions:

If you have a question about the job category or title please contact the Human Resources and Employee Development Department for assistance at VSU ext. 5709.
Current Job Category:  This refers to the current Bcat/Bcategory (the University System of Georgia job classification system).  It is labeled “Job Code” on the Detail of Personal Services sheet that is part of the original budget print outs.

New Job Category:  This blank would only be used when requesting a change in the job description.   It will be filled in by Human Resources and Employee Development when they review the form.
Current Title:  This will be determined by the Bcat classification.  For an existing position, it can be found under the heading “Job Descr” on the Detail of Personal Services original budget print out.

New Title:  This blank will be filled in by Human Resources and Employee Development depending on the new job category defined.  

Current Department:  This blank would be filled with the department number where the position is currently budgeted.  On the Detail of Personal Services it is the number following the label “DEPARTMENT:” at the top of page.

New Department:  This blank will only be filled in if you want to transfer a position to a different department.  If you need a new department number, please contact the Accounting Manager at VSU ext. 5708.
Regular/Temp: indicate “Regular” if this is a benefited position that is half-time or more.  Enter “Temp” if the employee will work less than half-time OR will work for a brief period of time.
Full/part-time:  indicate “Full-time” if the employee will work 20 or more hours in the work week.  Enter “Part-time” if the employee is expected to work less than 20 hours per week.
Equivalent Full Time:  sometimes called the EFT, this number is the fraction of a 40-hour workweek you anticipate the employee will work expressed as a decimal (i.e., 19 hours would be .48EFT).

Maximum number of incumbents: indicate whether you will have “one” or “many” employees in this position.  If this is a single incumbent, regular position, enter “1”.  However, if this is a student assistant position or a temporary position where you may have several employees at the same time, enter “many”.
Reports to: The person who is in charge of all personnel actions related to this position as well as the approver for all leave requests for this position.

Supervisor ID: The person who is in charge of approving this position’s timecard. In some cases will not be the same as the Reports to person.   
IV. Funding Information Instructions:

Source of funds: the type of funding used to pay the employee.  The most typical sources of funds would be:  education and general, sponsored, departmental sales and services, special initiative, auxiliary fees, athletics fees or student activity fees.

Expense Account #:  In this blank and the two below it provide all the account codes where the employees pay should be expensed with the percentage of the pay that should be expensed to each.  If more space is needed, please use the box below for “Other Comments or Information”.
Project ID:  This blank will only be filled if the position is funded by a grant.  Please put the grant project ID number in this space.  If you do not know the grant Project ID number, contact the Principal Investigator for the grant or the Grants and Contracts Accountant in Financial Services.
Proposed Salary: the annual rate you expect to pay the employee.  Please contact the Human Resources and Employee Development Department regarding the rate of pay to verify that you are in line with the current VSU pay plan and other salary requirements set by the institution, the university system, or state and federal regulations.  In the case of temporary or part-time employees you may need to indicate the hourly rate of pay.

Estimate Fringes: for full-time employees the fringes related to their pay need to be estimated using the following information.  FICA, FICA Medicare and retirement will be approximately 17% of the proposed salary.  The university’s health insurance expense ranges from $2,952 to $12,585 as of January 1, 2006 depending on the employee’s health plan election.  For estimates the university assigns the maximum expense or $12,585 for a vacant position.  For part-time or temporary employees only FICA Medicare should be estimated.  The FICA Medicare rate is 1.45% of projected earnings.  There are no fringes estimated for Student or Graduate Assistant positions.

Check One: check one funding box:

1. Funds Exist: check this box if funding for this position already exists in the department.

2. Budget Amendment: check this box if funding is being provided from another budget.  A Budget Amendment Request Form should be attached to the Position Management Form if the funds are to come from another budget.

V. Rehire Information Instructions:

This block is completed when an employee vacates a position. 
1. The number of budgeted positions in this department: Enter the number of full-time positions that are budgeted in this department.

2. The number of positions vacant: Enter the number of positions that are currently vacant.
3. Annual leave hours accrued:  Will be entered by Human Resources and Employee Development
4.  Explain the consequences of not moving forward with a rehire. What will be the impact on your department and the university’s operations overall.

VI. Other Comments or Information Instructions:
This space is provided for any further explanation of how the position is to be established or changes that you would like to make in the position.

VII. Pay group Information Instructions:
Check the box for the appropriate pay group for this employee’s pay.  If you are not sure which pay group applies, please contact Human Resources and Employee Development for the correct pay group at ext. 5709.

VIII. Contact Information Instructions:

Provide your current contact information so we can call or email the appropriate person if there are questions regarding the information provided.  If this request needs Budget Advisory Council review, the contact information will also be used to notify you of the status.  Position Management Forms received in Budget Services with necessary signatures by Wednesday at 5:30 PM will be considered by the Budget Advisory Council at its next regular meeting.  Budget Services will communicate the Budget Advisory Council actions as soon as possible following the meeting.  If Budget Advisory Council review is not necessary (i.e. if no new or additional Educational and General funding is requested) there will be no notification.
IX. For Budget Services Internal Use Section:

This area is for internal use in Budget Services. It is not necessary for the department to enter any information in this block. 

Position Management Form – Page Two:  The second page of the Position Management Form will be submitted only when requesting a new position.  This information should support and explain the request for the new position.  Quantitative support as well as general reasons should be included.  If you have questions about the information needed, please call the Budget Manager, Jan Fackler at ext. 5715.
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