
Department of Budget Services (DBS) Internal Position Request 

Position Request title:  
_____________________________________________________________________________________ 
Position classification: 
_____________________________________________________________________________________ 

New Position Type: 
Budgeted (if known): 
☐ Permanent position
☐ Limited-duration position

Non-Budgeted: 
☐ permanent position
☐ limited-duration position
☐ Temporary position

Status: 
☐ Full-time
☐ Part-time

Reclassifications: Please provide a brief description of the reclassification and contact your budget 
analyst to determine process needed. 

Additional Information: 
1. Employee name (if known): __________________________________________________________
2. Workday position number (if known): __________________________________________________
3. ORPICS budget authorization number (if known): _________________________________________
4. What is the PCA number of the funding source? __________________________________________
5. If position being requested is not a budgeted position (non-budgeted), how is it going to be funded?

(Please provide a brief description of how it is funded)

DBS Section Only: 
☐ Approved
☐ Not approved due to budget constraints
☐ Not approved for other reasons (provide brief description below):

DBS Analyst or DBS Director: ____________________________________ Date: ____________________ 

Program Name: 

Email: Phone: 

Submitted By: 
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