
PERMANENT POSITION COUNT MANAGEMENT
Effective July 1, 2013

Revised 08/01/13

POSITION
VACANT

(MOF=General)

Position Number 
AND Count into 

Chancellor’s Pool

Disapproved Approved

VC returns 
original memo & 
SF-1 to program

MBO updates Position 
Management Database; 
releases hold on position 
in Peoplesoft; sends copy 
of Attachment 1 and copy 

of Form 17 to MHR

MBO returns 
original Attachment 

1 & releases 
position count from 
Chancellor’s Pool to 

program

Declined Accepted

Program Head 
terminates 
recruitment 
and informs 
MHR; MHR 

returns 
position 

number and 
count to 

Chancellor’s 
Pool.

AO/PO sends copy 
of hiring PNF to 

MHR

MHR VERIFIES
HIRING COMPLETE

MHR assigns 
position/

recruitment 
number (not count)

MHR returns 
original memo 

& SF-1 to 
program

MHR sends 
copy of memo 
& SF-1 to MBO

Program Head 
makes formal offer 

of employment

Program 
advertises, 
recruits & 

makes 
selection

VC inputs info into 
Position 

Management 
Database

VC sends approved 
memo & SF-1 to 

MHR

Program submits 
Request to 

Advertise Memo &
SF-1 to VC

PROCESS
COMPLETE

Program Head submits new request 
to VC to perform subsequent 

(readvertisement) or new 
recruitment.  MHR reinstates hold on 
position count and returns position 

count to MBO

Program Head 
makes offer to 

subsequent 
applicant(s) 

[candidate #2, #3, 
etc.] in the same 
recruitment pool

MHR receives daily 
report of employee 

termination 
resulting in position 

vacancy

MHR places HOLD 
on vacancy position 

in PeopleSoft; 
notifies MBO of 

vacancy

Program Head requests 
position count by 

submitting Attachment 1 & 
copy of executed Form 17 

PRIOR to making 
employment offer to MBO

FLOW CHART LEGEND
Colors in the flowchart represent 

designated office functions




