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Phase

APP Project 

Coordinator receives 

APP application from 

department

APP Project 

Coordinator 

reviews to ensure 

all areas complete 

+ proforma 

received

If pieces 

missing, 

email 

submitter to 

request 

completion of 

identified 

areas

New or 

Replacement

New Position: Is there 

another APP function in 

the same role?

If no, note that in email and have committee review packet without financial dashboard/timetrex comparison

If yes, APP Project Coordinator asks for person’s name, compare application to that person’s financials and TimeTrex to ensure similarity in performance/responsibilities/TimeTrex
APP Project 

Coordinator pulls 

TimeTrex data on 

SharePoint on 

person vacating

Replacement position: Yes

APP Project 

Coordinator OR 

APP Business 

Analyst pulls 

financials on 

vacating APP to 

include with packet 

for review

APP Project 

Coordinator emails 

APP Director 

complete FTE 

request packet 

(completed 

application with 

noted current 

TimeTrex data + 

proforma + 

financials of 

departing APP + 

any explanations 

of discrepancies)

APP Project 

Coordinator places 

APP position on 

“pending review” 

list of APP 

positions

APP Director 

reviews packet, 

clarifies questions, 

requests updates

APP Director 

emails APP 

Project 

Coordinator when 

packet ready for 

review by APP 

Steering 

Committee

APP Project 

Coordinator emails 

full packet to APP 

Steering 

Committee

Project 

Coordinator tracks 

responses from 

APP Steering 

Committee 

members

Quorum is 

reached (7 

votes) for 

approval

APP Project 

Coordinator emails 

application to APP 

Director for 

signature

APP Director 

approves and 

signs application

APP Director 

emails signed 

application to APP 

Project 

Coordinator

APP Project 

Coordinator emails 

signed 

applications to 

UNC HCS HR 

(Meg Monahan) + 

position requestor 

of HCS position

If University 

position email 

Harvey 

Lineberry + 

position 

requestor

APP Project 

Coordinator enters 

position 

application into 

spreadsheet, APP 

Position 

Applications_3.3.1

5.xls

APP Project 

Coordinator awaits 

HCS labor report, 

find position, insert 

position # into 

spreadsheet, APP 

Position 

Applications_3.3.1

5.xls

Once labor report notes 

start date for position, 

APP Project Coordinator 

emails HCS recruiter for 

position to obtain name of 

APP hired and inserts the 

APPs name into the 

spreadsheet, APP 

Position 

Applicaions_3.3.15.xls
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