LOS ANGELES UNIFIED SCHOOL DISTRICT

Human Resources Division
Certificated Administrative Assignments
REQUEST TO ANNOUNCE NONSCHOOL ADMINISTRATOR VACANCY

(Including AR 4213 or MST 0515 Appointment)

	To:
	Maria Voigt, Administrator, Administrative Assignments
Human Resources Division, Beaudry Site-14th Floor

Tel. - (213) 241-6886; Fax – (213) 241-8418
	Date:
	     

	
	
	
	


	From:

	     

	
	Requesting Administrator


	I am requesting an announcement of the position below. I confirm that the selection process will be conducted to comply with applicable state, federal, and District policies and labor agreements. Further, in accordance with Board Rule 1911 (Nepotism), I acknowledge that this selection process must not result in the assignment of close relatives or cohabitants to work in supervisory situations where conflicts of interest could arise.

	
	
	
	

	1.
	     
	
	    

	
	Title of Position
	
	Class Code

	
	
	
	

	
	Position Control Number
	
	

	
	
	
	

	
	
	
	    

	2.
	Office Location Name
	
	Cost Center

	
	
	
	

	3.
	Schedule on Master Salary Table and Basis,
	     
	

	
	
	(Example 35G, A Basis)

	
	
	

	4.
	Name of previous incumbent, if any:
	

	
	
	Name and Employee Number

	5.
	Reason for vacancy: 
	 FORMDROPDOWN 


	
	
	

	6.
	Action Required:
	
	 FORMCHECKBOX 

	Fill existing position

	
	
	

	
	
	
	 FORMCHECKBOX 

	Fill new position – Requires Freeze approved

	

	7.
	Contact person:
	
	
	Telephone No.
	(

	
	
	
	
	
	

	NOTE:
	Include the draft advertisement flyer with the form (Word version).


	ADMINISTRATOR APPROVALS FROM REQUESTING OFFICE


	
	
	Date:
	

	Signature of Requesting Administrator
	
	
	

	
	
	
	

	
	
	
	

	Regional Superintendent or Division Administrator Signature
	
	Date:
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