PRA Checklist
	Compensation and Classification

	Position’s Home Organization Number:
This number can be found in Flashline by choosing the Employee tab (left), then Reports (Cognos), then Finance Reports, and finally under “Related Links,” choose Index/Fund-Org-Program Crosswalk.

In the third area, “Enter FRS S/L Account,” enter your index number and click the “Submit Lookup” button.

For regional campus classified/unclassified positions, select the campus Dean’s home organization.  For regional campus faculty positions, select the home organization of the specific academic discipline for the campus.
	      
(this is a 6-digit number)

	Position Number – if the PRA is for an existing position:
	     

	Supervisor’s name or supervisor’s position number:
	     

	The appointment percent should always be 100 percent. 

	     

	What level of supervision responsibilities will be required of the position?

Click here for manager level description on HR Forms Library. 
	Manager Level:

	How will the position be filled?
	 FORMCHECKBOX 
 Apply for waiver of posting (attach waiver to PRA)
 FORMCHECKBOX 
 Reappointment or renewal

 FORMCHECKBOX 
 Post this position

	Recruitment

	If position will be posted, fill out this section:
	

	Is a search committee required?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	What type of recruitment?
	 FORMCHECKBOX 
 Open posting
 FORMCHECKBOX 
 Open posting with supplementary advertisement

	What is the advertised salary/wages?
Note: For classified positions, if not provided, posted salary will be the minimum of the pay grade, for unclassified positions, it is recommended that a salary be provided, for faculty positions, salary is optional.
	$     

	What is the estimated deadline date for review of applicants?

Note:  Position must be posted for at least two weeks.
	     

	If the position will have supplementary advertisement, what are the publications, and will the ad be display or column format?
	Publications (optional, up to 3): 
1.      
2.      
3.      
 FORMCHECKBOX 
 Display format

 FORMCHECKBOX 
 Column format

	How much is budgeted for advertising?
	$     

	Budget

	Is the position single or pooled?
Note:  A single position is one where only one candidate is needed.  Pooled is where more than one candidate is needed, i.e. Food Service Workers, Custodial Workers, etc.
	 FORMCHECKBOX 
 Single position

 FORMCHECKBOX 
 Pooled position

	Position effective date (the anticipated begin date of the assignment).
Note:  This date should be on or before the begin date of the assignment.  If not known, use the beginning of the fiscal year, i.e. 7/1/2017.
	     

	Is this a term appointment?
	 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No

If yes, what is the position end date?      

	Is the position part-time or full-time?
	 FORMCHECKBOX 
Part-time

 FORMCHECKBOX 
Full-time

If part-time, what is the FTE (calculate by dividing the number of hours by 40, for example 30/40 = .75 FTE)?      

	Labor Distribution

	Describe the funding for the position:
	Position number:          
Index:       
Account:       

Amount: $     
	 Position number:          
Index:       
Account:       

Amount: $     
	Position number:          
Index:       
Account:       

Amount: $     

	Where should the expense of the position be charged?
	Index:       
Account:       

Amount: $     
Percent:       
	Index:       
Account:       

Amount: $     
Percent:      
	Index:       
Account:       

Amount: $     
Percent:      
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