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	Department:  
	     
	Date:       

	Department Head: 
	     
	Phone number:      

	
	

	I.  Current Position Details of Separating Employee

	Employee Name:
	     
	Date of separation:      

	Budget Title:
	     

	Provide a summary of the duties performed by this position in the past year:

     


	
	

	II.  Proposed Replacement Position Details

	Budget Title:
	     

	Job Description:  (Complete and submit the Job Description Questionnaire)


	III.  Justification for Replacement Position

	Why is filling this position critical?

     


	What is the impact on the College if this position is not filled?

     


	How will this position benefit the College?
     


	Describe all other possible alternatives that have been explored for fulfilling these responsibilities (reassignment of work to existing staff within your department, division or other campus area, reorganization, reclassification of position, decrease of FTE-eliminate duties).

     



	IV.  Budget Savings

	Demonstrate the specific level of cost savings to your budget (complete the attached spreadsheet).

     


	Required attachments:

	 FORMCHECKBOX 

	Organizational chart must include all positions in the department, to include:  title, name (if encumbered), and salary level/grade.  Highlight the proposed position(s) indicating priority of each (1 is most important, etc.)

	 FORMCHECKBOX 

	Job Description Questionnaire

	 FORMCHECKBOX 

	Budget Savings Spreadsheet


	V.  Signatures

	Supervisor:
	
	Date:
	

	Department Head:
	
	Date:
	

	Vice President:
	
	Date:
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