
  and Replacing an active employee who will be terminating :

Creating a New Unbudgeted Position.  Attach a Job Description; and complete Sections 1, 2, and 3.

Attaching a Position Modification. Use the designated form for modification of an existing budgeted position.

Fund Code Orgn Code Acct Code Position # Amount Percent

FT or PT

Fund Code Orgn Code Acct Code Position # Amount Percent

Comments:

Authorized By:    Print and Sign; include phone number: Date:

Hiring Manger

Vice President

Human Resources:

Controller

PERSONNEL REQUISITION w/ BUDGET TRANSFER

Recruiting Salary

Hours per Pay

Position Number Position Title

Name of terminating Employee
No Budget Transfer is needed since there is sufficient 

funding as I reviewed on Web*Finance and Web*Salary

FY Budget SalaryHourly Rate Start Date End Date

Fund Code Orgn Code Acct Code Percent

Home Orgn Home Department Name

HR Salary Range Position Class

Labor Distribution and Budget Transfer 
were reviewed by HRIS:

Employee Type

Grade HR- Signature and Date

Ac
tio
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n

Budget TransferFrom:

To:

Ap
pr

ov
al

s

Choose by 
marking w/ 

an 'X' 

Complete Sections 1, 2, and 3.

Reminders: Job Desc; PAF; Org Chart. Labor Distributions must total 100%.
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