POSITION REQUEST FORM
Benefits-Eligible Staff Position

INACTIVATE POSITION

Request is to delete a pusition without eliminating the position’s history.

1. Reqguested Action Inactivate Posttion
2. Type of Position: Non-exempt Stafl
- Exenpt Staff
3, Benefits-Eligibility: Benefits Ebgible
4. Staff Replacement: Check “No”
5. Pesition #: Enter Applicable Position #

The Canpus, Divigion, Deparime the po:

populate from PeopleSoft HRMS.

6. Department Contact: Employee 11 of mdividual in department to contact
regarding posttion; defaults to the preparer

7. Phone: Coutact Phone populates from PS

& Eemail Address: Contact E-niail Address popuolates fron PS

C nde, ‘Sa!afv Plas, Salar v (frade I‘ I F (md Heuwd C‘ mm! aawuated with rh., pr)sz/mn
Annual Satwy of the previous/current incumbent, and previous posttion effective date
will populate from PeopleSoft HRMS.

Q. Proposed: ,
10, Effective Drate: Requested Date to Inactivate Position

the

Human Resources verifies the position information and approvals, signs
Position Request and mactivates the posttion in PeopleSoft HRMS.

CRCRDE ThC Teques G prov
additional mformation as necessary.
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POSITION REQUEST FORM
Benefits-Eligible Staff Position

{Instructions for this Section to be provided by the Budget Office}

12. Approvals Required: ' Preparer

(According to Action Requested) — Department Business Admunistrajor
College/Division Business Administrator
Dean/Director/PI o
Assoc/Asst Vice President
Vice President
Provost

The Position Reguest must have all appropriate approvals defore it 1s
submitted to Human Resources. Documents lacking appropriate approvals
will be re-routed to the necessary parties before any action is taken on the
position.

(For Human Resources use only)
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