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Manager reviews 
functional area 

workflow, tasking, etc.,  
determines operational 
area staffing needs. If 

new FT position(s) is/are 
determined to be 

needed, Manager moves 
through Position Request 

Process.

Beginning of 
FY Budget 

Cycle

Requesting 
Manager 

completes 
Position 
Request  

Rationale 
(Form #1).

Requesting Manager 
reviews request 

information with Area 
Administrator and/or 

Executive Administrator. 

Requesting Manager 
transfers pre-score 

values from Position 
Rationale Request (Form 

#1) to the appropriate 
column of the Position 
Request Review Rubric 
(Form #2).  Requesting 

Manager submits Forms 
#1 & #2 to College 

Council by deadline 
specified. 

College Council members 
individually review 
submitted position 

requests and complete the 
CC Member Rationale 

Review (Form #3).

College Council 
members discuss 

submitted position 
requests;  ranking of 
the positions based 

on full College 
Council review and 

discussion. 

Conclusions of 
ranking discussion  
formalized via 
Summary Ranking 
(Form # 4).

College Council 
completes summary 
form and forwards to 
President’s Cabinet.

President's Cabinet 
reviews ranking 
recommendation via 
submitted summary 
(may also review any 
relevant supporting 
documentation 
provided throughout 
ranking and review 
process).

Positions selected for 
FY funding and 
inclusion in budget 
based on ranking 
recommendations 
received from College 
Council, and funding 
availability.  

Positions identified 
via request, review, 
and ranking process 
included in full FY 
budget request which 
is then presented to 
BOT for consideration 
and approval. 
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