CU Boulder Hiring Approval Form – Effective 4/10/2020
Justification and approval is currently required for creating, promoting or filling a position (including non-promotional base pay increases), with some exceptions. (Temporary pay changes, non-paid positions and positions reporting directly to the chancellor, provost, or chief operating officer do NOT need to use this form.)  
For all positions requiring Officer/Dean or Cabinet approval, use this form and upload it through DocuSign as part of the position, recruitment or offer process. Positions requiring only department Chair/Director approval do NOT need to submit this form or any additional approval verification. Review the Hiring Guidance page for a current list of exceptions and DocuSign instructions.
A. Department Information
	Dept Name
	     
	Dept Org #
	     

	Contact Name
	
	Contact Phone
	

	Contact Title
	
	Contact Email
	


B. Position or Contract Data 

	Job Title
	     
	Action Type
	  FORMCHECKBOX 
 New   FORMCHECKBOX 
 Vacant   FORMCHECKBOX 
 Replacement
  FORMCHECKBOX 
 Promotion   FORMCHECKBOX 
 Reappointment 

  FORMCHECKBOX 
 Base Pay Increase   FORMCHECKBOX 
 Transfer 

	Job Code
	     
	Est. Start Date
	     
	Est. End Date
	     

	Empl Group
	 FORMCHECKBOX 
 T/TT Faculty     FORMCHECKBOX 
 Non-TT Faculty     FORMCHECKBOX 
 Research Faculty     FORMCHECKBOX 
 Regular Staff     FORMCHECKBOX 
 Student                FORMCHECKBOX 
 Temporary Staff        FORMCHECKBOX 
 Working Retiree

	Pos #(s) if known
	     

	Search Status (if applicable)
	 FORMCHECKBOX 
 Requesting approval to start (or re-start) a new search process

 FORMCHECKBOX 
 A search is already in progress, requesting approval to continue and complete the search


C. Funding and Justification
	Est. Pay Rate or Range
	$     
	Pay Freq
	  FORMCHECKBOX 
 Monthly   FORMCHECKBOX 
Hourly   FORMCHECKBOX 
Contract

	% Time
	       %
	% Increase for

Pay Change or Promotion
	      %

	Employee/Candidate Name (if applicable)
	     

	Fund Source(s) Check all that apply
	 FORMCHECKBOX 
 Gen Fund    FORMCHECKBOX 
 Gifts/Grants     
 FORMCHECKBOX 
 Auxiliaries    FORMCHECKBOX 
 Student Fees
 FORMCHECKBOX 
 Continuing   FORMCHECKBOX 
 Temporary
 FORMCHECKBOX 
 Financial Futures
	Do you have existing funds to support the position/salary?
	  FORMCHECKBOX 
 Yes      FORMCHECKBOX 
No

	Speedtype(s) and % Distr.
	      


Describe how the position is mission critical to current operations and why hiring or pay change can’t be postponed: 
     
What are the likely consequences if filling or promoting this position is delayed?
           
Does this position meet one of the criteria below to proceed with Officer/Dean approval only and no additional Cabinet approval? If so, check the appropriate box(es) below. Proceed to section D and send the completed form through DocuSign to HR at HiringForm@colorado.edu. If not, complete both sections D and E and send the completed form to HR.
 FORMCHECKBOX 
  (c) Critical services designated for COVID-19
 FORMCHECKBOX 
  (d) Temporary, non-retiree staff positions
 FORMCHECKBOX 
  (e) Acting/Interim appointments
Note: Exceptions a, f, g, h, i, and j can be approved by the department Chair/Director and do NOT need to use this approval form. Follow regular personnel processes for these cases. No additional approval forms are required.
T

D. Review
I certify that the above-requested action has been evaluated and that the needs described are best met by moving forward with this request.

Department Chair/Director or Designee





Date
Department Chair/Director signature is only required when Officer or Cabinet approval is also required. 

Do not submit this form for Exceptions a, f, g, h, i, and j which only require department Chair/Director approval. Follow regular personnel processes for these cases. No additional approval forms are required.      


Officer Approval








Date
(Dean, Assoc Vice Chancellor/Vice Provost, Vice Chancellor or Designee)  


If this position does not meet one of the exception criteria in section C, additional Cabinet approval is required. Proceed to section E after completing section D and route the completed form in DocuSign to HiringForm@colorado.edu.  

E. Approved: 

Cabinet Approval (Select and route to the appropriate cabinet officer below)

Date
Philip P. DiStefano, Chancellor

(phil.distefano@colorado.edu)




Russell L. Moore, Provost


(vcaa@colorado.edu)

Patrick T. O’Rourke, Chief Operating Officer
(patrick.orourke@colorado.edu and cc: evc-coo@colorado.edu)

Route form through DocuSign with final routing to HiringForm@colorado.edu. 
UCB HR – Updated 3/11/2021

