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Request for New Position or Reclassification
Form
Please have the position classified by University of Montana HR before submitting the form and include the full role description with your submission. Complete all sections. Incomplete requests will be returned. 
Completed forms and role descriptions are submitted to your Cabinet-Level Supervisor who will submit to the Budget Council.
Position Overview
Approved Position Title: Click or tap here to enter text.
Department/Unit: Click or tap here to enter text.	
Supervisor/Reporting Line: Click or tap here to enter text.
Select one:    ☐ New Position   ☐ Reclassification of Existing Position
Approved FTE (e.g. 1.0, 0.50): Click or tap here to enter text.
Approved Classification (select one): Choose an item.
Anticipated Salary Range: Click or tap here to enter text.
Proposed Funding Source(s) such as CUR, Fees, Grants, etc: Click or tap here to enter text.
Summary/Overview of Position: Briefly describe the position/reclassification and explain why you are making this request.
Click or tap here to enter text.
Timeline & Dependencies
Desired Start or Decision Window: Click or tap here to enter text.
Dependencies, Risks, and/or Critical Dates:
Click or tap here to enter text.
Request Justification
Enter “Not applicable” for any criteria that do not apply to the position.
1. Mission & Strategic Alignment
Describe how the position supports or advances the institution’s mission, long-term strategic goals, or statutory obligation.
Click or tap here to enter text.
2. Regulatory/Compliance Risk
Describe how the position reduces institutional exposure to regulatory, legal, accreditation, or safety risks (Example factors to consider: does the position mitigate material or academic integrity risk, reduce audit exposure, fulfill safety obligations, etc.?).
Click or tap here to enter text.
3. Student Impact
Describe how the position would meaningfully enhance access, service quality, responsiveness, or measurable outcomes for students.
Click or tap here to enter text.
4. Documented Workload/Capacity Evidence 
Please provide quantitative and qualitative data that demonstrate sustained workload demand in excess of current capacity. Examples of evidence include backlogs, faculty overload, service time on tickets, current growth or projected growth, etc.
Click or tap here to enter text.
5. Equity & Service Distribution 
Describe how this position would address inequities in workload, access, or distribution of services across units, roles, or populations.
Click or tap here to enter text.
6. Risk of Not Filling
Explain the consequences of leaving the position vacant. Does it present a significant operational, compliance, or service-impact risk? 
Click or tap here to enter text.
6a. Have any alternative options been considered? Check all that apply.
☐  Process redesign
☒  Technology/automation
☐  Cross-training
☐  Work redistribution
☐  Temporary/short-term solution
☐  Other: Click or tap here to enter text.
6b. Explain why the alternative approaches selected above have been unsuccessful. 
Click or tap here to enter text.
7. Fiscal Readiness & Sustainability (Required, but not the sole determining factor)
Please provide cost projections, along with a viable, responsible, and sustainable financial plan. If there are potential revenue gains from increased enrollment, include those as a separate calculation. 
Click or tap here to enter text.
Submitter
Submitted by: Click or tap here to enter text.			Date: Click or tap to enter a date.
Submitter Signature
Dean/Director Endorsement
Dean/Director: Click or tap here to enter text.			Date: Click or tap to enter a date.
Dean/Director Signature
Budget Council Determination
For Budget Council use only. Refer to comments for more information about determination.
☐  Approved – full or partial FTE funded
☐  Approved with Conditions – Scope, funding or timeline modified 
☐  Deferred – To be re-evaluated at a defined future date 
☐  Returned for Revisions – Incomplete or missing justification or analysis 
☐  Denied – Insufficient justification or misalignment with criteria 
Date: Click or tap to enter a date.
Comments:
Click or tap here to enter text.
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