Request to Fill Vacancy

Please fill out this worksheet in its entirety when requesting to have a vacancy filled. The classification title is the title in the payroll system. If a department has multiple vacancies within a classification, the worksheet should include the total number of vacancies and the total number the department is seeking to have filled at this time. The completed worksheet should be attached to your requisition in NEOGOV. The requisition should be forwarded to your budget analyst for comment.
	Department/Division:
	     

	Classification Title:
	     

	Vacancies:
	Number
	     
	FTE
	     
	
	

	Request to Fill:
	Number
	     
	FTE
	     
	
	

	Working Title (if any):
	     

	Position Control Number:
	     

	Compensation Group / Range:
	     
	

	Anticipated Bi-Weekly Salary:
	     

	Former Incumbent(s):
	     

	Date Position Became Vacant:
	     

	How is the position budgeted (levy, external sources)?
	     

	Impact on the department of not filling the position?
	     

	When would you like to have the position filled?
	     

	Department contact person for more information?
	     


	BUDGET ANALYST REVIEW:
	
	Mayor’s office use only:

	     
	
	     

	Initials:      
	
	Initials:      

	
	
	 FORMCHECKBOX 

Approved Immediately

 FORMCHECKBOX 

Approved to Fill as of:
     
 (date)
 FORMCHECKBOX 

Denied




4/12/2012-RequestToFillVacancy.doc

