
MISSOURI STATE UNIVERSITY™ 
 

POSITION AUTHORIZATION 
 

This request to fill a position must be completely processed and approved before any advertisement, interview, or other employment 
activity is undertaken.  The originator will be notified of approval by receiving the signed department copy of the authorization. 
 

* * * * * * *  
 

Position Title  Department  
  Include rank, tenure status for academic positions 
 

Date to be Filled  College (If applicable)  
          

Budget Number (Phoenix)  Proposed Salary  
 

FOAP Number (Banner)    
 

Type of Vacancy  
 
  New Position          

  Replacement For  Line # (Phoenix)   Position # (Banner)  
           

    Resigned             Retired   Terminated          Leave of Absence              Transferred       Promoted 
 

Appointment will be 
   Regular Full-Time     _________FTE%                     Part-Time, Limited to 1,000 Hours   _________FTE% 
   Regular Part-Time     _________FTE% 
 

Special Terms and Conditions: 
 
 
 
Statement of Justification for Filling the Position: 
 
 
 
Description of Primary Duties:  (List information other than what appears on the written job description that will provide a better 
understanding of the job.) 
 
 
 
Education, Experience, and Qualifications Required:  (Review the standard written job description.  List any other qualifications or 
special requirements which will be used to screen applicants.) 
 
 
 
Recommended Advertisements and Other Recruitment Sources: 
 
 
 
Source of Funds / Comments: 
 
 
 
 

Budget Office Use Only 
 

Line # ___________________ 
 

Position #_________________ 
 

Pclass#___________________ 
 

 
 (1)____________________________________ 
 Department Head/Director - Date 
 
 (2)____________________________________ 
 Dean - Date 

 
(3)_______________________________________________ 
Major Administrator – Date  
 
(4)_______________________________________________ 
Office of Human Resources – Date  

 
Office of Human Resources       Department        Human Resources     EO Officer     Major Administrator      Dean            Financial Services 
12/08    (White)          (Pink)                         (Blue)            (Goldenrod)                    (Green)         (Yellow) 
 

MISSOURI STATE UNIVERSITY IS AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER 




