RAMAPO
COLLEGE

OF NEW JERSEY REQUEST TO FILL PROCESS
FLOW CHART

Please use this process to request replacement of a current position, replacement with changes, a new
position, and/or reclassification alone or as a result of a reorganization

eRequesting Unit meets with their HR Partner and POER
(Classification/Compensation) for high level overview of unit's request
and for guidance on the Request To Fill Process

eAfter POER meeting, requesting Unit submits package (Job
description(s), Core Organizational Chart, Functional Organizational
Chart, Financial Impact Template and Request To Fill Form) to POER to
start the official Request To Fill review process

~

*POER reviews submission, confirms and meets with requesting Unit
Head and Core VP regarding submission

eAfter POER review, POER submits request, with recommendation, to
Position Control/Budget (PC/B) for review and identification of funding

source.

e After PC/B review process, request is moved forward to the Request To
Flll Committee (RTFC)

eRequest to Fill Committee issues decision to POER and POER delivers
decision and guidance to Requesting Unit. If approved, Position
request moves into the Search Process. [f position request is denied,
POER offers guidance on alternate solutions to Unit Head.

NOTE: For full description of the Request To Fill Process, please see Procedure
(https://www.ramapo.edu/poerd/request-to-fill-procedures/ )
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