San Bernardino County
REQUEST TO FILL POSITION JUSTIFICATION

	DBH Log #:
	
	
	DATE:
	     



	
[bookmark: Check1]|_| On-Line PR(s)
	
EMACS Sequence No(s):
	
[bookmark: Text1]     
	
   Finance  Analyst:  SYDNEY FLOOD

	
[bookmark: Check2]|_| Manual PR (“See original certification” is eliminated)

	
[bookmark: Check8]|_| Special Request:
	
[bookmark: Dropdown4]   
	




	
Department:
	
Behavioral Health
	
Program:
	
     
	
Cost Center:
	
     

	
Position Number:
	
     
	
Job Code:
	
     
	
Classification:
	[bookmark: _GoBack]                                                 (Numeric #)

	
Funding Source(s):
	                 
[bookmark: Text7]     
	
Fund:
	
     
	
Dept:
	
     
	
Org:
	
     

	

Reference #:
	

[bookmark: Text20]     
	

[bookmark: Check6]Vacant: |_| Yes
	

     
	

[bookmark: Check7]|_| No
	

     

	
	(Information to be provided by DBH Fiscal)
	
	Vacant Date
	
	Vacant When
	

	
Previous Employee/Incumbent:
	

[bookmark: Text15]     
	


	

[bookmark: Dropdown1]
	

	
Location /
[bookmark: Dropdown3]City of Position:   

	
	Also document reason employee leaving
	Reason
	

	
Space availability:
	
[bookmark: Text16]     
	
Special Skills:
	
[bookmark: Text17]     

	(Contact Kim Longfellow  if special skills needed)



JUSTIFICATION

Briefly describe job duties and explain immediate and long term service impact of not filling this position:
     

Please explain why dividing the duties and responsibilities among existing staff cannot accomplish the workload:
[bookmark: Text19]     
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	Requestor Name:
	
	Signature:
	
	Date

	
     
	
	

	
	


	Deputy Director:
	
	Signature:
	
	Date

	

     
	
	

	
	


	Budget Contact Name:
	
	Signature:
	
	Date

	

     
	
	

	
	


	Director Name:
	
	Signature:
	
	Date






Revised 09-17-2015
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