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Faculty Requisition


For Use in Filling All Open Full-Time Faculty Positions

(Please see reverse for detailed information on use of form)

Please Print or Type

SECTION I – To be completed by the Dean upon receipt of Provost’s approval for a replacement or FMC approval for a new position.  An advertisement draft must be included.

	Department Name
	Name of Employee Replaced (if applicable)



	Fund/Organization/Account

1 1 1 0 0 1/_  _  _  _  _  _/6 1 0 1 0 0 


	Date Needed                                           


	Salary




	( Replacement for Position #_____________

( New Full-Time Position

( New Full-Time Temporary Position

( Reallocation from Position #_____________


	Position Rank


( Professor


( Instructor


( Associate


( Lecturer


( Assistant


( Other ​_______________



	
	Signature, Dean



Date




AFTER COMPLETION, FORWARD TO PROVOST

SECTION II

	Signature, Provost

Date   
       ( Approval to Advertise





       ( Approval to Hire


	Signature, President


Date

(required for new positions only)


AFTER COMPLETION, FORWARD TO BUDGET MANAGER, TREASURER’S OFFICE

SECTION III
	Position Group Number (New Position)
	Position Class (New Position)



	Position Number (New Position)


	Employee Class (New Position)



	Signature, Budget Manager



Date
	Signature, Treasurer



Date




AFTER COMPLETION, FORWARD TO THE HUMAN RESOURCES DEPARTMENT 

SECTION IV

	Requisition Number
	Ad Approved for AA/EEO?

( Yes

( No

( With Changes

	Signature, Human Resources
	Date




RETURN TO PROVOST’S OFFICE
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