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	UMB Position Request 

	
	School/Unit Human Resource Representative manages Position creation and repurposing.



	Employee Completing Form

	Date:
	Click or tap to enter a date.	Employee:      

	Reason for Position 

	Type or Position 
Change: 

Check all that apply
	☐ New Position
☐ New Position for Create & Waive
☐ Position Refill Vacancy
☐ Appointment Change
☐ Assignment Category Change (use Appt)
☐ Reorganization/ Reassignment
	☐ Permanent FTE Change 
☐ Update Pooled Position Headcount 
☐ Update Budget Amount
☐ Union field update (use field update)
☐ Other, specify           

	Position Description

	Assignment Category:          

Check all that apply
	Single Incumbent Positions
☐ 01 Faculty Tenured:           ☐ 12 months or  ☐ 10 Months
☐ 02 Faculty Tenure Track:   ☐ 12 months or  ☐ 10 Months
☐ 03 Faculty Non-Tenure/ Non-Tenure Track:  
                                               ☐ 12 months or  ☐ 10 Months
☐ 03 Faculty New Hire (Rank or Tenure unknown at this time)
☐ 15 Librarian:        ☐ Permanent or ☐ Non-permanent
☐ 19 Fellow
☐ 20 Staff Regular Nonexempt
         ☐  AFSCME      ☐ FOP       ☐  Exempt from Union                
☐ 22 Staff C2 Nonexempt
☐ 33 Staff Regular Exempt
☐ 35 Staff C2 Exempt time)
	Pooled Positions
☐ 36 Faculty C1 Adjunct/Non-Adjunct
☐ 31T Staff C1 Nonexempt
☐ 04 Graduate Assistant
☐ 16 Graduate Student NWS
☐ 16W Graduate Student WS
☐ 14 Undergraduate Student NWS
☒ 14W Undergraduate Student WS

	Other Information
	Faculty Type:    ☐ Instructional     ☐ Non-Instructional    ☐ Practicing Medicine or Law  ☐ Clinical     

	
	Staff Type:        ☐ Confidential     ☐ Supervisory            ☐  Managerial

	
	☐ Yes, Financial Disclosure. Position has the authority to make financial decisions for UMB.

	
	☐ Yes, Acting Capacity Position. Add “Acting” to position name.

	
	☐ Yes, General Associate.  Add linked job title to position name (ex. Accountant – General Associate – Dept).

	Position Request

	Requestor:
	     
	Requestor’s phone number:
	     

	Current Position Details

	Job Title
	     
	Job Code 
	       

	FTE/ Headcount
	             ☐  GFT=1.0 FTE
	Current Base Salary
	$     

	Proposed Position     ☐ New     ☐ Repurpose (only complete fields that are changing)

	Primary Line Manager:      
	Alternate Line Manager:        

	Department #:      
	Department Name:        

	Location:      
	☐ 100% Remote Location use Remote HR-HR 8046

	Job Title:      
	FTE/ Headcount:              ☐  GFT=1.0FTE

	Job Code:        
	Targeted Hire Date:      

	Maximum Budget Salary: $       
Ensure maximum budget is adequate for recruitment or other actions. Additional budget will require resubmission and approval for the new maximum requirements. 

	Attach Job Profile or provide required Education/Experience:      

	Justification for Request

	Nature and Scope: Briefly describe the primary function and main purpose of the position. Include Justification for why this position is operational critical (what resulted in the need for this position and what implications are if the position is not filled. For faculty position requests, please also include the % effort involved in teaching (pre-clinical, didactic, clinical) 
     

	Authorization

	Department Head/Chair/ Approver                                                                                                        
	     
	Date
	Click or tap to enter a date.



	Labor Schedule (LS) Set-Up:

	#
	Dates: (Funding IDs: Project/ Award/ Funding Source/ Expenditure Org/ Costing %)

	1
	Begin Date:  Click or tap to enter a date.   End Date:  Click or tap to enter a date.: (ID#      )

	2
	Begin Date:  Click or tap to enter a date.   End Date:  Click or tap to enter a date.: (ID#      )

	3
	Begin Date:  Click or tap to enter a date.   End Date:  Click or tap to enter a date.: (ID#      )

	4
	Begin Date:  Click or tap to enter a date.   End Date:  Click or tap to enter a date.: (ID#      )

	5
	Begin Date:  Click or tap to enter a date.   End Date:  Click or tap to enter a date.: (ID#      )

	6
	Begin Date:  Click or tap to enter a date.   End Date:  Click or tap to enter a date.: (ID#      )
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