
Non-Instructional 
WORKFLOW OF POSITION JUSTIFICATION REQUEST FORM (PJRF) 

Used for:  Creation of a new position, reclassifying an existing position, reclassifying a vacant position, filling a vacant position with a 
replacement, change in appointment terms, abolishing an existing position, reorganization or department transfer, change in funding source, or 
temporary position continuation. 

1. Supervisor determines an 
applicable personnel action is 

needed within 
Department/Division

2. Supervisor confers with 
Departmental Chair/Director, 

Dean (If applicable) & Divisional 
VP to ensure request is within 

divisional priorities and strategic 
mission of the University

3. Supervisor reviews or develops 
formal position description &

completes a Job Description Form 
(JDF).  Contact Department of 
Human Resources for the JDF

4. Supervisor completes items 1,
2, 3A & 4 of the Position 

Justification Request Form (PJRF). 
The form can be found on the 

Cal U website under the HR 
section of University Forms

5. Supervisor emails the JDF and 
PJRF to the Director of HR to

complete Item 3B

6. HR Director reviews position 
description, determines 
classification & provides 
compensation based on 

classification review.  Once 
complete, returns form to

Supervisor

7. Supervisor obtains approval
signatures to move the PJRF form 
forward and sends all documents 
to the VP of Administration and 

Finance

8. VP of A&F has PJRF added to
President's Cabinet agenda.

Cabinet discusses.  President acts 
on the form.  VP A&F returns 

original form to Director of HR

9. Original form is maintained in 
HR.  Copies are forwarded to

requesting VP and Senior Budget 
Analyst

10. If approved, Director of HR
creates position in People 

Administrator for appropriate 
approval. (If not approved,

Director of HR will inform the 
Supervisor.)


