University of South Carolina

REQUEST TO INCREASE EXISTING FTE


(
This is a temporary change to the FTE baseline, not to exceed 12 months. 
Inclusive Dates:     from


            to     
· This is a request for a permanent change to the FTE baseline. 

· This is a request for an anticipated permanent change to the FTE baseline.

	Fiscal Year:
	
	Current Baseline:
	
	Proposed Baseline:
	


	
	
	
	
	

	Campus
	
	College/Division
	
	Department


Required Information (if additional lines are needed, please submit on new page)

	#
	Classified* / Unclassified
	Proposed

Job Title
	Proposed Salary
	Effective Hire Date
	FTE for the position
	Source of Funding (Dept/Fund/Obj. class)
	Tenure Track
	Indicate if FTE uses any of these funds:

	
	
	
	
	
	
	
	
	FEI
	Centenary

	1.
	
	
	
	
	
	
	
	(
	(

	2.
	
	
	
	
	
	
	
	(
	(

	3.
	
	
	
	
	
	
	
	(
	(


* Classified FTE Requests:   Please attach position description. 

FTE Values: 
One full-time, 12 month position = 1.00 FTE; one full-time, 11 month position = 0.9038; one full-time, 10.5 month position = 0.8653; one full-time, 9 month position = 0.75

Justification for Permanent Baseline Change (for Budget Office purposes)
1. Describe the circumstances that created the need for this request.  Describe the workload or case load changes that created the need.  List the program/discipline in which the position is needed and the reason it is needed.  Support the request with enrollment growth statistics, student/faculty ratios or other appropriate documentation.

2. Explain whether current vacancies are being used to address part of the need for FTEs.  If vacancies are not being used, please explain why.

	Approval 
	Date 

	
	

	Dean:
	
	

	Provost:
	
	

	Vice President/ Chancellor/ President (as applicable):
	
	

	
	

	For HR/ Budget Use Only
	

	
	

	Budget Office:
	
	

	Division of Human Resources:
	
	


Budget Office justification attached.
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