
How to Determine When a Position Authorization Request (PAR) is Required

I would like to hire 
someone

I want to fill a current 
vacancy for an 

established position with 
no change to FTE 

amount

No

Yes

Identify position

Submit 
“Justification to Fill” 

to HR

I want to make a 
change to an existing 

position’s FTE

I want to increase / 
decrease FTE on an 

existing position or move 
FTE to a different 

position

Yes

No

Program manager 
completes PAR and 
submits to budget 

with “Justification to 
Fill”

PAR goes through 
standard routing 

process

Budget creates 
position once PAR 
has been approved

“Justification to Fill” 
goes to HR so 
position can be 

posted

I want a new 
position

For current  
fiscal year?

Yes

No For next fiscal year

Has budget been 
adopted for next fiscal 

year?

No

Submit request 
through budget 

workbook

Yes
I have an established
bucket of FTE to be

used to fund this position
No

Yes

Notify budget of 
pertinent 

information to 
process request
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