ADMINISTRATIVE PROCEDURES

Procedure Number: 22-81

Effective Date: 05/01/2013
Revision Date:

C.

County Administrator

SUBJECT: New Posltion Request

DEPARTMENT RESPCONSIBLE: Finance and Risk Management

1. STATEMENT

This procedure details the process to request new positions. This procedure
applies to requests for new positions using existing classifications only,
Requests for new classifications must be submitted to Human Resources per
Administrative Procedure 23-11, New Classification Request/Authorization.

2. POSITIONS REQUESTED VIA THE BUDGET ADOPTION

A, Departments may request new positions as parl of the annual budget
adoption process. If the positions are included in the budget adopted by
the Board of Supervisors, the positions will become effective with the new
budget fiscal year.

B. The Budget Manual for the current year's budgst cycle provides detailed
instructions regarding the addition of new positions to a department's

budget request.

3. POSITIONS NOT INCLUDED AS PART OF THE ADOPTED BUDGET

A The requesting Department shall submit a written request along with
supporting documentation to Finance & Risk Management.

1. The request should include:

a. The completed Request for Authorized Positions
(Attachment A), signed by the Appointing Authority. This
fillable form may be found at Pima County Intranet,
Finance and Risk Management.

b. A brief description of the program activity or service to be
performed by the position and its relationship to current
department activities.
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c. Identification of how these positions will be funded in the
existing budget of the Department. Specifically, the Fund /
Unit / Object from which budget authority will be
transferred (Attachment B, Budgst Appropriation Transfer
Form). This fillable form may be found at Pima County
Intranet, Finance and Risk Management.

B. Finance will review the request and obtain additional Information as
needed.

C. If new positions are being funded within the departiment's existing budget
authority, Finance will forward the new position request to the County
Administrator for approval. If approved, Finance will notify the
Department and Human Resources. Creation of new positions in this
manner does not increase the base budget for the Depariment for the
current or next budget year.

D. If the new positions cannot be funded from the Department's existing
budget authority, Finance will prepare a recommendation, along with what
other funding source has been identified by the Department, and forward
this packet to the County Administrator for consideration,
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Atitachment A
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Attachment B

IMACORE

Sudget Appropriistion Trensfer Form
Planning and Budgeting System

PEES

[

Diatg: fequesred by Phora tiumbe:;
Resson fortnsten
Erom:
FUNS-
VNS AFPROFRIATION J™11:
DEPAATMENT-
PCN:
LI
OBIEC: AMOCUNE:
To:
FLINE:
o APPROPRIATION: N AT
DEPARTMENT:
PCN:
T
ORIELT: AMOUNT:

¥ ransiering doliss from Appropriation C1 (Seiaries snd Banefits), you must kdentily the specific PCEs.

Elgratine (APpoTTng ERThonity] Printed Name [Appainting ALTHOTTEY) Tat
igratire [Cownty AdmEnlstratos o FricreC Nama ‘o iy g miTITator of Tate
Depuity Courtty Administratort Depuity Covnsy Sdmirkirston)

befp wansforredbetweon Dapartments, the County Admiaistrate - ar Depoly County
oxast a'so sign.

Neme and Date completed by PimaCore stafé:

This document cx only be signad by the Blected Official ov Depavtment Director. i Bodg:t Sutherityis
Administrator

Narwe Bate




