	HR will complete all transactions in Position & NPP in HCM; HRL will format CU-Careers

	*If applicable; otherwise enter N/A

	Submission Date:
	     

	Department Information:
	[bookmark: Text6]Organization #:         Department Name:      

	Employee Type:
	[bookmark: Check1]|_| Faculty  |_| University Staff  |_| Classified Staff  |_| Temporary  |_| Working Retiree

	Request Type:
	Request to Fill
|_| New
|_| Vacancy






# of Positions:      
	Employee Change
|_| Reallocation (Classified Staff)
|_| Promotion (University Staff)
|_| Reclassification (University Staff)
|_| Classified to University Staff (Attach Employee Request)
|_| Update Job Description
|_| Pay Adjustment; Specify:
     |_| Equity
     |_| Compression
     |_| Market

	Position Information

	*Employee Information:
	Name
	Employee ID

	
	     
	     

	
	Current
	Proposed (if changing)

	Position Number (POSN):
	     
	     

	Job Code:
	     
	     

	*4-digit Faculty CIP Code:
	     
	     

	HCM Job Code Title:
	     
	     

	Working Title:
	     
	     

	Full/Part Time & FTE:
	|_| FT   |_| PT
	FTE:      
	|_| FT   |_| PT
	FTE:      

	Reports to POSN:
	     
	     

	Next Line POSN:
	     
	     

	Essential/Critical Service:
	|_| Yes   |_| No
	|_| Yes   |_| No


	Funding Information

	Funds Available:
	     
	Requested Pay:
	        |_| Annually   |_| Hourly

	Hours Per Week:
	     

	Department or College Financial Approver:
	     
	*Principal Investigator:
	     
	Funding Verified?
	|_| Yes   |_| No

	SpeedType(s) & Percentage(s): 
	     

	Funding Type:
	 |_| General Fund   |_| Auxiliary   |_| Grant   |_| Gift

	Funding Source & End Date:
	|_| Salary Savings from Area
|_| Savings from Another Position
|_| Savings from a Campus Commitment
|_| Position Number from Where Funding is Being Moved:      
|_| Other, please specify:      
*If grant or gift funded, is there a funding end date? List details:      

	*Grant Sponsoring Agency:
	     


[image: ]Request Form
[image: ]Request Form

Note: This form is intended for use with Adobe Sign as a replacement for the workflow within the NPP in HCM.
										                               Last updated 2/15/2024

	Required Questions

	· Is the position critical to campus operations? If not, is the position vital to the strategic mission of UCCS? (Explain)
     
· What are the implications to the university, if any, of filling the position later as opposed to now?
     
· If the requested salary is greater than the budgeted salary, explain in detail how the position will be fully funded:
     
· For classified reallocation request – Proposed salary and balance increase over the rest of the fiscal year:
     
· Will you consider sponsoring international applicants for this position?   |_| Yes   |_| No
If yes, the job description should be sent to the International Student and Scholar Services office in Boulder for review before sending to HR.

	This Section Completed by Campus Human Resources

	HR Consultant:
	     
	Cherwell Ticket #:
	     

	Full Salary Range:
	Min:         Mid:         Max:      

	HR Approved Posting Range:
	     
	HR Approved HCM Job Code:
	     

	*For Promotions
	Current Pay:
	     
	Proposed Pay:
	     

	HR Approved Full Comp Title:
	     
	HR Approved Full Comp Code:
	     

	Background Package:
	|_| Standard   |_| Motor Vehicle
|_| Financial   |_| Director
|_| Executive
	FLSA Exemption Status:
	|_| Exempt
|_| Non-Exempt

	Notes:      

	Authorization Workflow
Routing Chain: Talent Acquisition > Supervisor > Budget/SPA/PI > Vice Chancellor > PRC Representative
Additional Instructions: When routing Request Form in Adobe Acrobat Sign, CC other stakeholders to be informed of routing.

	Talent Acquisition Professional:
	

	Supervisor or
Hiring Authority:
	

	Budget or (Sponsored Projects Accounting and Principal Investigator):
	

	Vice Chancellor:
	

	*PRC Representative:
	PRC will evaluate all new positions funded through General Funds. Additionally, the PRC reserves the authority to examine any position that presents human resources or budgetary concerns.











	
Organizational Chart: Please paste your organizational chart below.

























































	Job Description: Please paste job description below.
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