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California State University, San Bernardino

University Budget Office

Requested By:

Requested On:

Position Status:

Position #: Budget Office will assign new position 

number.

Position #: 

Effective Date:

Business Unit:

HR Department ID:

Job Class Code:

Job Class Code Title:

Regular / Temporary:

Designate if the position is a permanent 

position (Regular)

Designate if the position is a non-

permanent position (Temporary)

Full-time / Part-time:

Designate if the position is a full-time 

position (FTE = 1.0)

Designate if the position is a part-time 

position (FTE ≤ 1.0)

Range:

Step:

FTE:

Exempt / Non-exempt

Designate if the position is exempt Designate if the position is non-exempt

Check Sort Unit:

Primary Fund:

Reports To: Name/Position #

PS ChartField String Account

Fund

Department

Class

Project

MPP Requests Request MPP Codes from HR  

Example: (N-01-3)

MPP Working Title  

 (Admin 1, Admin 2, etc..)

Position Number:

HR Account Code String:

Processed By:



Additional Information/Comments:



 - Select a Primary Fund Source

Provide chartfield information 

associated with where the position 

will be paid from:



*The "Reports To" position # is for the person who will be approving the 

time for this position.

University Budget Office Use Only:



 - Select a Check Sort Unit



SBCMP



The HR Department ID must include F for Faculty/Students or S for 

Staff/Management

New Position Update an Existing Position

Regular

Temporary Full-Time Part-Time Exempt Non-Exempt
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CALIFORNIA STATE UNIVERSITY

SAN BERNARDINO





*The HR Dept ID must include an F for Faculty and Students OR an S for Staff and Management.

Examples of HR Dept IDs: 




CF0620 - A student assistant or Faculty hire in the Management Dept.



CS0620 – An ASC II or an Admin II in the Mgmt. Dept.

**The CSU Salary Schedule can be found at: http://www.calstate.edu/HRAdm/SalarySchedule/salary.aspx 



Do you really need a new position #? Or can an existing position # be updated?





Effective Date should be July 1 for a new position.  When updating a position, use the date the change takes place. 





HR Dept ID is not the same as the finance Dept ID. (*See below for more information)





Job Class Code: 4 digit number and can be found online at the CSU Salary Schedule**.





Regular means permanent.





Range can also be found on the Salary Schedule.


Steps are mostly used with Facilities positions.





FTE will be 1.0 for any full time position.





Exempt vs non-exempt is on the Salary Schedule.





Check sort #- where the actual check will be picked up by the employee.





Reports To #- who will approve this employees time in Absence Management.





Chartfield String- what account this employee is paid from. (Use finance Dept ID here)





MPP Codes: Must be requested from Human Resource Dept for all Admin positions.









