
Unit identifies need for additional position(s and 
gathers needed support

Students & Contingent I Positions: 
Brief explanation of anticipated duties

Contingent II & Regular Positions:
Position Description
Updated Org Chart

UNIT

Request New Position Numbers

END

SHARED SERVICES CENTER CENTRAL OFFICES

START

Unit submits RT 
ticket with all 
supporting 
documents

Ticket received: 
vetted for 

completeness

Preparer submits a 
New Position 

Request

Form routes to
Unit Head and 
Dean/Division

Head/Designee 
to sign.

Final Review of all 
Documentation

HR will email 
approver with list 
of new position 
numbers and 

approved form.

Unit cancels ticket

Unit checks ticket for 
accuracy.
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Corrections Needed

https://docusign.umbc.edu/secure/prd/FormToDocuSign/Form2DS.php?cfg=HR_PositionRequest
https://docusign.umbc.edu/secure/prd/FormToDocuSign/Form2DS.php?cfg=HR_PositionRequest

