	[image: image1.jpg]Ay,

DHSS
m



 MEMO


Request to Establish New Position

Page 2  

	TO:
	Carrie Haley, Chief, Office of Human Resources
	     

	
	
	Initial/Date

	THROUGH:
	     
	     

	
	
	Initial/Date

	THROUGH:
	     
	     

	
	
	Initial/Date

	THROUGH:
	     
	     

	
	
	Initial/Date

	THROUGH:
	     
	     

	
	
	Initial/Date

	THROUGH:
	     
	     

	
	
	Initial/Date

	FROM:
	     
	     

	
	
	Initial/Date

	SUBJECT:
	     
	

	
	
	

	DATE:
	     
	


1. What is the Merit System title of the new position you are requesting?
     
2. Please provide adequate justification why this position is needed.

        

3. Please list the Bureau/Office name for this new position:

     
4. Please list the org number for this new position:

     
5. Please list the location for this new position:

a. Building location:
       
b. What is the room number for the acquired space?       
6. What are the default LDPR, fund name and number, and the appropriation that will be used by this position?

     
7. What is the estimated annual salary you expect to spend for this position?

     
8. What FTE(s) will be deleted when this new position is established?  Please list position number and the title of FTE(s).

     
9. If this is an H&I position:

a. Number of hours per week:      
b. Duration of appointment:      
c. Is this a permanent part-time position?      
10.  Is the Position Description Form (PDF) for this new position attached?

     
11. Does your available funding support this position on an ongoing basis?
 No Yes


cc:
     
www.health.mo.gov
Healthy Missourians for life.

The Missouri Department of Health and Senior Services will be the leader in promoting, protecting and partnering for Health.

AN EQUAL OPPORTUNITY / AFFIRMATIVE ACTION EMPLOYER: Services provided on a nondiscriminatory basis.
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