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Advertising for Open Positions 

Advertising for Faculty Positions 
The Office of the Provost in collaboration with the Office of Human Resources will 
place all advertising for open faculty positions, in accordance with Procedure 
6101.  All advertising copy for faculty position must be approved by the Provost 
or designee. 

Advertising for Staff Positions 
The Office of Human Resources will place all advertising for classified, 
unclassified and managerial staff positions, in accordance with Procedure 6101. 
All advertising copy for staff position must be approved by the Search Committee 
Chair or designee.     

 
Other Advertising 
 

All other University advertising shall be coordinated by and placed through the 
Office of University Relations & Marketing (“URM”).   

 
• Prior to submitting a request to URM for advertising services, the request shall 

be approved by the appropriate requestor’s Budget Unit Manager. 
 

• All requests for advertising shall be submitted to URM through the Service 
Request Form. 

 
• URM staff will consult with the Department/School requesting the advertising 

to (a) confirm that funds are available in the applicable budget, (b) coordinate 
the development of the advertising format, and (c) negotiate with vendors for 
placement of the advertising. URM will be responsible for sending the 
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advertisement to the vendor and any necessary communications between the 
University and the vendor.  

• Prior to placing the advertisement, URM will coordinate a budget transfer 
request between URM and the Department/School requesting advertising to 
secure funds in the URM Marketing Budget to pay the costs of the advertising. 
Once the funds are transferred, URM will proceed with the vender to place the 
advertisement and process payment of the vendor’s invoice.  
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