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OFFICE OF HUMAN RESOURCES AND AFFIRMATIVE ACTION

Request to Fill a Personal Service Regular Position
Step One:  Request Submission (completed by department submitting request):

Position Title:
_____________________________________Reason Vacancy Occurred:
New Position ______ or


Replacing:_______________________

Supervising Department/Division:_________________________
Area of Specialty/Program:  ___________________
Obligation:  
CY (College Year) 10 month  ________     
CY (College Year)    11 month ______



AC (Academic Year) 10 month ______

CA (Calendar Year)  12 month ______

_______________________________________________
________________________ 
Signature of Dean/Chair/Supervisor



Date

*******************************************************************************************************

Step Two:  Information Supplied (completed by Office of Human Resources and Affirmative Action)

Line Number:
_____________


Grade or Rank:  ___________________________
Proposed Salary: _________________________
Date Vacant:
___________________________
Account number(s) to be charged and the percentage of effort to be charged to each account:

1)  __________________   
_________%

3) __________________   
_________%

2) __________________   
_________%

4) __________________   
_________%

*******************************************************************************************************

Step Three:  Decision Made (completed by supervising Provost/Dean/Director)
Check one box below, write comments, sign, date and forward to the VP for Business and Finance:


Approval to fill this position effective __________________at a maximum salary of ____________________________







     (date)




         (salary)


Disapproved




Other 
________________________________________________________________________________________________

Comments:
___________________________________________________________________________________
___________________________________________________________________________________

_______________________________________________



______________________________

Signature of Provost/Dean/Director supervising this position



Date

*******************************************************************************************************

Step Four:  Confirmation and Processing by the VP for Business and Finance
_______________________________________________



______________________________

Signature of VP for Business and Finance





Date

*******************************************************************************************************

Step Five:  Confirmation by the President

_______________________________________________



______________________________

Signature of President





                                       
Date

*******************************************************************************************************Distribution of copies by secretary to VP for Business and Finance: 
BKHD\MyDocs\Forms\Request to Fill Form Rev  10-15-07
Office of Human Resources and Affirmative Action - Original

Dean/Department Chair/Functional Supervisor
Blank forms are available from the Office of Human Resources/    Payroll Clerk
Affirmative Action or via the H.R. website

Director of Business Affairs (Office of VP for Business and Finance)
http://humanresources.delhi.edu
Dean/Director /Provost/VP/President, if Supervising this Position

