
DFA POSITION REQUEST FORM 
Please do not fill out form using DocuSign 

 

Submitter Name: Date of Request: 

DFA Department Name: Recruitment Type:  

Funding Type: 
Unless new, name of prior 

incumbent/ person to extend: 

Working Title: 
Unless new, date prior incumbent 

left/ contract expiration: 

Requested Funding Duration: Appointment Type: 

If applicable, downgrading backfill from __ to __: ________ - ________ If applicable, reducing this FTE 
from 1.0 to ___: 

 _________ - ________ 

Contract (note end date): New/Backfill: 

Other relevant details: 
Retiree rehire (start date / end 

date): 
 _________ - ________ 

Purpose of Position/Key responsibilities: 

Impact to department and University if position not filled: 

How does this position represent a change from prior year’s staffing and what budget/funding will be used for this change? 

Cabinet Member(s) 
To be completed by Cabinet Member(s) only 

Name and date signify accountability for personally reviewing and endorsing the request 
Cabinet Member 1 Name: Date of Endorsement: Cabinet Member 2: (if 1st Cabinet Member not a direct report to CFO & VC) Date of Endorsement: 

How does this action affect your department's budget planning for FY25, FY26, FY27? 

DFA-HR 

Position #: Payroll Title Code: 

Grade/Step: Payroll Title: 

Minimum: Midpoint: Maximum: Prior Incumbent’s Salary: 

DFA-Finance 

Name: Date Confirmed: 

Core Funding %: 
(0% = 100% non-core) 

KFS Account:  Funding Available  Funding Not Available

Additional Feedback: 

CFO & VICE CHANCELLOR REVIEW 

☐ Approved ☐ Denied ☐ On hold

Additional Feedback:  

Name and Decision Date: _________________________________________________ 

Department 
(Hiring Manager) 

completes 
fields in top 
section and 
forwards to 

Cabinet 
Member

Cabinet 
member 

enters effects 
on multi-year 
budget plan 
(and edits form if 

needed)

If Cabinet 
member 
reports to 

2nd Cabinet 
member, 

must forward 
for addt’l 

review and 
endorsement

Cabinet 
member/2nd

Cabinet member 
emails form to 

DFA-HR@uci.edu 

DFA-HR 
reviews and, 
if complete, 
forwards to 

DFA Finance 
to confirm 

funding

DFA-Finance 
validates and 

forwards 
back  to

DFA-HR

If funding 
confirmed, 
DFA-HR 

reviews with 
CFO & VC in 

weekly 
meeting and 

notifies 
department 
of outcome

Rev 11/19/24 
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