
New Position Information 
 

 
This form must be completed for any new positions being added.  This completed form should 
be returned to Human Resources along with the Personnel Action Form to open the position and 
the other paperwork necessary to open a position. 
 
Title of New Position 
 
 
Department 
 
 
 
Reason this position is needed (This will be used in the management letter to the Board) 
 
 
 
 
 
 
 
 
 
How is this position being funded 
 
 
 
 
 
 
 
 
 
 
 
 
_________________________________________  _______________________ 
Director/Dean/Executive Director/VP Signature  Date 
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