THE COLLEGE OF NEW JERSEY

Position Request Form

For Faculty and Librarians Only

Department: ___________________________________________      Dept ID Number: _________________
Part I:  Request to Fill Vacancy: ________     Request For New Position:  _________
Title/Rank ______________________________________       10 Month ____      12 Month ____
 _______________     ___________________________________           ____________
Position Number         Person Vacating Position                                    Last Day of Pay

Full Time   ____     Part Time:  _____  (If part time, FTE or hours per week):  _______  

Range:   _____    Step ______            Salary: $_________________  

 Tenure Track:  _____  Temporary/Non-Tenure Track:  _____

Additional Comments:  

__________________________________________________________________________________________

__________________________________________________________________________________________

Part II.  Verification of Staffing Assessment and Compliance with Long Range Plan

______ Recommend that position be searched for replacement as requested.

______ Recommend assignment of temporary employee from ____________ to ____________.
______ Recommend that position be filled through transfer of line from _________________.
______ Recommend that position be reduced to ______ hours per week.

______ Recommend that position be temporarily placed on hold.

______ Recommend that position line be transferred to ____________________________.
______ Recommend establishment of new position as requested.

______ Other

              * Please attach detailed assessment and rationale for recommendation.

_____________________________    _______     ______________________________    ________
Signature of Dean                                  Date            Signature of Provost                               Date

Part III.  Original to:  Office of Human Resources

_____________________________    _______     _______________________________   ________

Signature of Treasurer                           Date             Signature of President                            Date

xc. Dean
Affirmative Action
