

University of Missouri-Columbia  Human Resource Services (MU)

Direct Promotion Request Form
1.
Contact Human Resource Services to determine whether the direct promotion procedure can be used to fill a vacant position.  Titles underutilized for females or minorities require special approval.  (See Human Resources Policy HR 111)

2.
Departments will include the following information in the recruiting module:
· Create a new job opening and complete information in the job opening and hiring team tab selecting Direct Promote as the status reason
· Do not complete the job posting field as the Job Posting tab as the position will not be posted

· Upload the Direct Promotion Request Form in Activity & Attachments


· Upload a current Resume for employee(s) being considered or recommended in Activity & Attachments
· Upload a copy of most recent performance appraisal for employee being recommended for selection in Activity & Attachments.  (Performance appraisal must be within the last year.)

· Upload a copy of the E-mail or communication used to announce job opening.

· Have the employee selected for the position apply to job opening ID 17064 so that we can link their application to the direct promotion.
· Submit information for HR approval

3.
Human Resource Services will review the qualifications of the candidate(s) for the direct promotion.  The selected employee must meet the minimum qualifications of the position.  

4. 
Human Resource Service will review/approve the direct promotion, including the requested salary and upload the draft offer letter in Activity & Attachments.

	Position to be Filled by Direct Promotion

	Title


	Position Number
	Department

	Person Recommended to Fill the Vacancy

	Name


	Present Title & Position Number
	EMPL ID



	Basis for Promotion (Check One)
 Best Qualified in the Department      Most Departmental Seniority
  Other (attach written explanation)



	Method Used to Announce the Vacancy Within the Department (Please Attach E-mail.)



	Others in the Department Who Applied for the Vacancy (use reverse side of form if necessary)

	Name


	Present Title & Position Number
	EMPL ID



	Name


	Present Title & Position Number
	EMPL ID



	Department Signature and Date (If a screening committee was utilized, please submit a list with name, title, race, and sex of committee members.)


Proposed Salary Offer__________________________        Effective Date_______________________  

This action will become effective after a PAF has been processed with all approving signatures.     
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