POSITION REQUEST FORM
Benefits-Eligible Faculty Position

TRANSFER POSITION

Request is to transfer position to ancther department.

NOTE: Approved Position Transfers entered into PeopleSoft HRMS will update
Job Record of Incambent.

1. : :

2. Type of Position: Faculty

3. Benefits-Eligibility: Benefits Eligible

4, Staff Replacement: Check *“No”

5. Position #: Enter Applicable Position #

papuia!e fmm PL’()])](’)B()ﬁ I {RMS.

6. Department Code: Enter (Type overjNew Department Code

7. Department Contact: Emplovee ID of individual in-department to contact
. ‘ regarding position; defaults to the preparer
s S, Phone: Contact Phone populates from PS

9. F-mail Address: Contact E-mail Address populates from PS

The Current, ov most receni, Incumbeny’s Name and EMPL ID; the Current Title, Joh
Code, Salary Plan, Salary Grade, FTE and Head Count asseciated with the position,
Arnual Salary of the previous/current incumbent, and previous position effective date
will populate from PeapleSoft HRMS.

10. Propuosed:
L1, Effective Date: Requested Date of Transfer

Faculty Affairs verifies upprovals, completes the approvedd atteibutes; signs the

Position Request and transfers the position in PeopleSoft HRMS.

12. Renmvarks: Describe the requested action and provide
“additional information as necessary.

{Instructions for this Section to be provided by the Budget Office)
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POSITION REQUEST FORM
Benefits-Eligible Facully Position

13. Approvals Required: Preparer
{ According to Action Requested)  Department Business Admimstrator
College/Division Business Adntinisirator
Dean/Director/P1

Assoc/Asst Vice President

Vice President

Provost

The Position Request must have all appropriate approvals before it is
subritted to Faculty Affairs. Docaments lacking appropriate approvals
will be re~-routed to the necessary partics before any action s taken on the
position.

(No action required)
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