
MPP 
POSITION PROCESS 

Crea&ng a New MPP Posi&on from Start to Finish

Department Requestor meets with 
their Budget Department for 
approval of new MPP Posi:on 

Dept Requestor fills out and submits
two forms to Compensa:on 
Services: 
• Posi:on Descrip:on Form 

• MPP Jus:fica:on Form 

 

Addi$onal Notes: 
- A/er review by Compensa$on Services,

the forms are sent to the President or
the VP, HRDI for approval

• Compensa:on Services forwards 
approved MPP Jus:fica:on Form to 
Dept Requestor 

• Dept Requestor is prompted to 
submit a Posi:on Ac:on Form (PAF) 
via AEM 

Addi$onal Notes: 
 - The Posi$on Ac$on Form (PAF) is routed to

the Division for approval

HR Posi(on Management: 
• Reviews and processes the PAF 

• Emails Dept Requestor the new MPP 
Posi:on # 

• Provides Dept Requestor screenshot 
for record keeping 
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A department looking to  
create a NEW MPP Posi:on  
can follow these three steps.




