Revised: 09/2023

University of Minnesota Crookston
Position Request Form
This form is designed to assist department heads and administrators with unit resource allocation.  This form is to be completed by the Department Head and approved by the individuals listed at the bottom of the page prior to completion of a requisition.  After receiving the appropriate approvals, forward the original form to UMC’s Director of Human Resources.
PLEASE TYPE OR PRINT CLEARLY

Position Title: _________________________________________________

Department: __________________________________________________
Number of Positions: 

  FORMCHECKBOX 
 New Position     FORMCHECKBOX 
 Replacement _____________________________________________ (name of former employee name or ID)
Hiring Manager Name:_____________________________________________

Hiring Manager Emp ID:___________________________________________

Search Committee: ______________________________________________________________________________________________

University of Minnesota Classification Title






Job Code Number



%Time



Appointment Length



	Annual Salary Range(to be completed by Director of Finance):



In the space below explain any reallocation or shifts of approved budget line items:

	Signature – Director/Department Head
	Date

      /       /

	Approved – Vice Chancellor for Academic or Student Affairs (as applicable)
	Date

      /       /

	Approved – Director for Finance
	Date

      /       /

	Approved – Director of Human Resources


	Date

      /       /

	Approved – Chancellor  
	Date

      /       /


