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Career Position Request Form
	Working Title:

	Start DATE:
(mm/dd/yy)

	PERCENTage of TIME:


	APPROVED CLASSIFICATION:

	SALARY/STEP:

	off Campus? location(s): 

________________________________

	DEPARTMENT:                        DIVISION:

	     REQUESTER & SUPERVISOR: (if different, list both)


	Classified   _____ Yes     _____ No                                           Percentage of travel: _____ %
Is this a replacement position? ____ Yes ____ No    If yes: name of employee:________________________.

	Position is fully funded through contracts and/or grants?     Yes _____     NO _____

If no, Request for exception to hire form attached (

	Additional Information
Position will be posted for 14 days (from final approval date) unless otherwise specified.
Date for first  review of  applications:
Additional application materials required: 
Criminal Background Check required? ______ Driver’s License? _____   Bring DMV printout? _____ 

Notes:
CHARTSTRING: ______________________________________

       ________________________________                                   __________________________________

                             APPROVED                                                                               NOT APPROVED
 Attachments:  Job Description ( plus organization chart, if needs classification)

                        Job Vacancy Listing (if applicable)


