
Colorado School of Mines


[image: image1.png]



Classified Staff

Recruitment Authorization Form

1.  Position Information

	Department:      

	Official Title of Position:      

	Working Title of Position (optional):      

	Position Number: (if new, to be filled out by Budget office)      

	Percent of Appointment:     
	

	Type of Position:
	 FORMCHECKBOX 
 Classified Full-time
	 FORMCHECKBOX 
 Classified Part-time
	 FORMCHECKBOX 
 Temporary**

	Reason:
	 FORMCHECKBOX 
 Fill Vacancy
	Person being replaced       

	
	 FORMCHECKBOX 
 New Position*
	Position Salary Range:  Min:        Max:      


* New position requests must have a completed Position Description Questionnaire (PDQ) attached and require classification prior to hiring.  
** Temporary positions must have a brief job description/rationale and hourly pay rate attached.

2.  Type of Announcement

	 FORMCHECKBOX 
 Open Competitive
	 FORMCHECKBOX 
 Transfer
	 FORMCHECKBOX 
 Department Promotional
	 FORMCHECKBOX 
 Statewide Promotional


3.  Advertising

	Newspapers, journals, websites/listservs, direct mailings, etc.  (Provide name, phone #, deadline dates)

	1.      

	2.      

	3.      

	4.      

	(These would be in addition to those postings and mailings done for all classified positions which include the State website, CSM job line, Posting around campus, CSM job book)

	Account number for advertising:     -     -    -    

	Department Contact:      
	Phone:      

	(Support Staff Contact):      


4.  Budget Authorization (to be completed by Department)
	Position Budget Exists in Current FY?

 FORMCHECKBOX 
Yes, from position #                                             FORMCHECKBOX 
 No.  Source of funding:     
Estimated annual salary for position:  $     

	Account Number(s)  for Salary (must be complete 17 digit FOAP)

    -     -    -                         -     -    -     FILLIN  Fund  \* MERGEFORMAT 
	Comments:       

	Budget Office Signature:


	Date: 


Department Head/Director Signature
Date
Vice President/VPA&FA Signature
Date

_953621357

