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Human Resources
Hiring Review Committee Form (HRC)
HR-E-F24 02/10/2020
MODIFICATION TO THIS FORM IS STRICTLY PROHIBITED.
Request:
1
1.      Describe how the new position, increase, supplement, etc., will be funded. Include the funding percentage distribution for each cost center to be charged (e.g., 100% full funding from one cost center; split funded (list percentages 50% / 50%, 80% / 20%, etc.).
POSITION FUNDING:
a)
b)
c)
d)
2.      Is funding from a vacated position? 	If yes, provide the position number and cost center for the funding.
3.      Is funding from Wages and/or Maintenance and Operations (M&O)? 	If yes, provide the budgetary account the funding is coming from.
d)
c)
b)
a)
(A1200, A4000)
(A1200, A4000)
(A1200, A4000)
(A1200, A4000)
**Please provide the budget transfer journal number prior to completing this form so the committee members are aware the funds are available and have been transferred.**
2
BUSINESS RATIONALE FOR POSITION
1.      Explain the business need for this role and the direct impact to the department and The University of Texas at Arlington as it aligns to the Strategic Plan 2020 (Health and the Human Condition, Sustainable Urban Communities, Global Environmental Impact, Data-Driven Discovery).
          a) If this request is for a new role or job reclassification, describe the significant business growth model that justifies this change.
          b) If this request is for a salary increase or increase in work hours, explain the business rationale for the request.
3
2.      Is the request directly related to retaining a key staff member?
ADDITIONAL REQUIRED DOCUMENTS FOR HRC REVIEW:
The Hiring Review Committee will review all requests and provide final approval.
•
Please note that it could take up to (3) weeks for your request to be reviewed by Compensation and the Hiring Review Committee.
•
4
New Positions: Organizational Chart* (current/proposed), new job description
•
Reclassifications: Organizational Chart* (current/proposed), new job description and a copy of the current job description
•
Note:  Reclassifications should be requested only if there have been significant and sustained changes in the permanent and essential responsibilities of a job. (Please note that doing more of the same duties does not constitute a significant change in responsibilities.)
•
All Other Requests: Organizational Chart*, job description
Organizational charts should list employee names/job titles; organizational charts listing department names only (without employee names) do not provide sufficient information for review by Compensation
*
Managers need to write a justification for the request and provide a response to all of the above questions.
•
APPROVAL PROCESS:
•
The manager should send this request form to the VP/Dean for first level approval; after approval by the VP/Dean, the request and all required documentation should be emailed to Compensation Department using the following email: compensation@uta.edu 
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