The Catholic University of America

PERSONNEL REQUISITION FORM (PRF)
(STAFF ONLY)

POSITION DETAILS
(Hiring Supervisor to Complete all Sections)
	Account No. 

(4 digits)
     
	Position No.
(8 digits)
     
	 Fund
(2 digits)
     
	Org. No.
(6 digits)
     
	School/Dept/Office
     

	Official Position Title
     
	Vacated by (Employee Name)
     

	Recruitment
   FORMCHECKBOX 
 Intra-departmental only  FORMCHECKBOX 
  Internal-CUA only      FORMCHECKBOX 
 Internal CUA & external    FORMCHECKBOX 
 External Only

	Work Hours (per week)
 FORMCHECKBOX 
      /week (other)        FORMCHECKBOX 
 35 (full-time)                      FORMCHECKBOX 
 Temporary worker                   End Date (mm/dd/yy):     
 FORMCHECKBOX 
 20 (part-time)                FORMCHECKBOX 
 40 (full-time)                     Hourly rate of pay: $                Start Date (mm/dd/yy):      


	Position Description
  Is there a change to the position description?  FORMCHECKBOX 
 No   FORMCHECKBOX 
 Yes (please attach)         Last Revised (mm/dd/yy):     
 

	Training Requirements (Check all that apply. Not sure? Call x4177 for assistance)
  Does this position require driving rental &/or campus vehicles on behalf of university business?  FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes 
  Does this position require a pro-card (purchasing card)?  FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes 

 FORMCHECKBOX 
 Academic Scheduling
 FORMCHECKBOX 
 Conference Programs System
 FORMCHECKBOX 
 Titanium Schedule Software
 FORMCHECKBOX 
 ACES2 Database System
 FORMCHECKBOX 
 Counseling Cntr Client Mangmnt
 FORMCHECKBOX 
 Unicode USBU Greek Font
 FORMCHECKBOX 
 Cardinal Financials
 FORMCHECKBOX 
 Immigration Form I-9
 FORMCHECKBOX 
 University ListServ Basics
 FORMCHECKBOX 
 Cardinal Station – Financial Aid
 FORMCHECKBOX 
 File Maker Pro Software
 FORMCHECKBOX 
 VSL Quality Assurance
 FORMCHECKBOX 
 Cardinal Station – Recruiting & Admissions
 FORMCHECKBOX 
 Finance Orientation
 FORMCHECKBOX 
 VSL Regulatory Compliance
 FORMCHECKBOX 
 Cardinal Station – Student Financials
 FORMCHECKBOX 
 Housing Director Database
 FORMCHECKBOX 
 Website Content Editing (Topaz)
 FORMCHECKBOX 
 Cardinal Station – Student Records
 FORMCHECKBOX 
 iModules Website Management
 FORMCHECKBOX 
 Work Study Supervisor
 FORMCHECKBOX 
 CCure Application
 FORMCHECKBOX 
 Library Databases
 FORMCHECKBOX 
 Other:
 FORMCHECKBOX 
 CollegeNet (Resource 25, Schedule 25, X25)
 FORMCHECKBOX 
 Millennium Donor Database
 FORMCHECKBOX 
 Other:
 FORMCHECKBOX 
 Compliance - FERPA
 FORMCHECKBOX 
 Pryzbyla Center Room Scheduling
 FORMCHECKBOX 
 Other:
 FORMCHECKBOX 
 Compliance – Harassment Prevention
 FORMCHECKBOX 
 Raiser’s Edge Software
 FORMCHECKBOX 
 Other:



ADVERTISING REQUISITION INFORMATION

Please charge my advertising costs to:
	Account No.
(4 digits)

     
	Fund
(2 digits)

     
	Org. No.

(6 digits)
     
	Program Name
(3-5 characters)
     
	Sub-Class
(3-5 characters)

     

	Grant Project Code (15 alpha – if applicable)
     


SIGNATURE APPROVAL PROCESS – FOR EXISTING POSITION
Obtain the following signatures
	1. Requested by Hiring Supervisor/Manager/Chair
Name:                                                                    Signature:                                                Date:     

	2. Approved by Dean/Director

Name:                                                                    Signature:                                                Date:     

	3. Approved by Director/AVP Human Resources
Name:                                                                        Signature:                                                Date:     

	4. Approved by Vice President/Provost
Name:                                                                    Signature:                                                Date:     


FORWARD COMPLETED FORM TO Associate VP/Chief HR Officer
	HR ONLY
	Available Budget for Position (To be Completed by Budget Office)
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