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AUHR 7.10 ORGANIZATION AND POSITION MANAGEMENT 

General 

The City’s Central Organization and Position Management System maintains a 
complete inventory of the City’s positions, their attributes and reporting 
hierarchies, including all positions in the Auditor’s Office. An accurate and 
consistent Organization and Position Management system is critical in avoiding 
budgetary over-expenditure and is essential in providing information in support 
of human resources, financial planning, and management decision-making. 

 

Definitions 

For purposes of Position Management, the following definitions apply: 

Abolished Positions: Positions eliminated by the Council in the Adopted Budget, 
a supplemental budget or Budget Monitoring Process (BMP), or by the P-4 
process. 

Authorized Positions: An authorized position would be one that has: (1) Council 
approval for a specific FTE and has approval for a level of funding commensurate 
with the position classification of that specific FTE; and (2) has not reached the 
end of its term (e.g. limited term, etc.). Authorized positions may be permanent 
or limited term in nature. 

For purposes of position management, Authorized unfunded positions are 
recognized as separate entities from authorized positions, as defined above. An 
authorized unfunded position in the Auditor’s Office may be added to Position 
Management by Council direction only in consultation with the City Auditor, and 
only under exceptional circumstances. An unfunded position cannot be filled. A 
subsequent ordinance shall be required to fund positions defined as authorized 
unfunded. A position initially defined as authorized unfunded that receives 
approval for funding by Council becomes an authorized position. 

Bureau of Human Resources (BHR): City bureau responsible for the 
management of the City’s Human Resources and promulgation of rules in 
support of this responsibility, except for the Auditor’s Office. City Charter grants 
the Auditor independence from the Bureau of Human Resources and authorizes 
administrative rule-making power to the Auditor.  

Budget Monitoring Report (BMP Process): Scheduled process by which 
adjustments are made to the City’s budget. 
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B u d g et e d Cl a s sifi e d P o siti o n s : P o siti o n s t h at ha v e b e e n cl a ssifi e d b y 
Cl a ssifi c ati o n & C o m p e ns ati o n or t h e Cit y A u dit or a n d ar e i n cl u d e d i n t h e c urr e nt 
y e ar b u d g et.  

B u d g et e d F T E : A f ull-ti m e e q ui v al e nt, t y pi c all y o n e p o siti o n, t h at i s a p pr o v e d b y 
C o u n cil vi a or di n a n c e. T h e b u d g et e d F T E gi v e s t h e A u dit or’s Offi c e b u d g et 
a ut h orit y f or a p o siti o n; h o w e v er, t h e a ct u al cl a ssifi c ati o n of t h e p o siti o n is 
d et er mi n e d t hr o u g h a cl a ssifi c ati o n r e q u e st ( P -4), t h e A u dit or’s Offi c e’s 
cl a ssifi c ati o n r e q u e st f or m, or a cl a ssifi c ati o n st u d y a ut h ori z e d b y t h e B ur e a u of 
H u m a n R e s o ur c e s or t h e Cit y A u dit or.  

B u d g et e d P o siti o n s : E xi sti n g p o siti o n s a n d n e w p o siti o n s a d d e d b y t h e C o u n cil i n 
t h e A d o pt e d B u d g et, t h e B u d g et M o nit ori n g Pr o c e ss or b y or di n a n c e, l e ss a n y 
p o siti o n s a b oli s h e d b y C o u n cil i n t h e A d o pt e d B u d g et, B u d g et M o nit ori n g 
Pr o c e ss or b y or di n a n c e.  T h e s e p o siti o n s c a n  b e cl a ssifi e d or u n cl a ssifi e d.  

B u d g et e d U n cl a s sifi e d P o siti o n s : P o siti o n s t h at h a v e n ot b e e n cl a ssifi e d b y 
Cl a ssifi c ati o n & C o m p e ns ati o n or t h e A u dit or’s Offi c e b ut ar e i n cl u d e d i n t h e 
c urr e nt y e ar b u d g et.  

A u dit or’ s Offi c e Cl a s sifi c ati o n R e q u e st f or m ( P -4 f or m i n B H R) :  

T h e A u dit or’s Offi c e i s r es p o n si bl e f or it s cl a ssifi c ati o n a n d c o m p e n s ati o n 
d e ci si o n s.  A cl a ssifi c ati o n r e q u e st f or m i s r e q uir e d t o b e c o m pl e t e d f or o n e of 
s e v er al r e a s o n s:  

•  T o cl a ssif y a n e wl y cr e at e d p o siti o n  

•  T o r e cl a ssif y a n e xi sti n g cl a ssifi e d p o siti o n  

•  T o r e cl a ssif y a n e xi sti n g u n cl a ssifi e d p o siti o n  

•  T o cr e at e a n d g ai n a p pr o v al of a li mit e d t er m p o siti o n  

•  T o a b oli s h a n e xi sti n g p ositi o n  

•  T o cr e at e a cl a ss s p e cifi c ati o n or m o dif y a n e xi st i n g cl a ss s p e cifi c ati o n t o 
r efl e ct t h e d uti e s of a p ositi o n 

M a n a g e m e nt S er vi c e s r e vi e ws e a c h f or m it r e c ei v e s a n d a p pr o v e s, r e vi s e s or 
d e ni e s t h e r e q u e st e d a cti o n. C ert ai n cl a ssifi c ati o n a cti o n s r e q uir e C o u n cil 
a ut h ori z ati o n a s pr o vi d e d b y t h e A u dit or’s Of fi c e H R A d mi ni str ati v e R ul e s. If a 
r e q u e st r e q uir e s b u d g et a ut h orit y, d o c u m e nt ati o n m u st b e pr o vi d e d a c c or di n g 
t o t h e crit eri a o utli n e d i n t h e r ul e b el o w.  

T h e A u dit or’s Offi c e will pr o vi d e a d mi ni str ati v e n oti c e t o t h e a p pr o pri at e p arti e s 
i n t h e Offi c e of M a n a g e m e nt a n d Fi n a n c e f or i n cl u si o n of it s cl a ssifi c ati o ns i n Cit y 
s oft w ar e s yst e m s.  
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Classified Positions: Authorized positions are those that have completed the 
classification process and are available to be filled. These positions have been 
reviewed by Management Services and assigned classifications from the 
Auditor’s Office Compensation Plan. This review is initiated by a classification 
request form. The classification of a position is approved if the duties of the 
position are substantially similar to a position established in the existing 
classification system, and the requesting manager has budget authority for the 
position being requested. Positions can be either covered under classified service 
or be outside of classified service (at will).  

The Auditor’s Office intends to have a separate but similar system of classified 
positions. Until access to the City’s software system is established, the Auditor’s 
Office will provide administrative notice to the appropriate parties in the Office 
of Management and Finance for inclusion of its employees in City software 
systems. 

Double-fill: A budgeted position filled by two employees for a pre-approved 
period of time by the City Auditor. 

City Budget Office: City bureau responsible for the coordination and 
development of the City’s central budget and economic forecasting. Previously 
the Financial Planning Division. 

Funded Position: A position that has approval for a level of supporting resources 
commensurate with the position classification. 

Job Share: A full time budgeted position filled equally by two half-time 
employees at the discretion of the City Auditor. 

Lateral-fill: The act of filling an authorized position with an employee in a job 
class with the same pay grade at which the authorized position is budgeted.  

Limited Term Position: A position approved and established by the City Auditor 
for a specific and finite period of time to allow coverage for specific needs 
related to grants, one-time funds, and special projects. A limited term position 
should not exceed two (2) years but may be extended by the City Auditor on a 
showing of good cause. 

New Positions: Positions added by the Council in the Adopted Budget, a 
supplemental budget or BMP process. 

Over-fill: The act of filling an authorized position with an employee in a job 
classification with a higher pay grade than the grade at which the authorized 
position is budgeted.  

Organizational Unit: The foundation for the City’s Organizational Structure. 
Organizational unit represents a logical business unit, its reporting hierarchy and 
includes the staff position(s) and chief position (manager/supervisor). Each 
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organizational unit must only have one chief position and a position cannot serve 
as the chief of more than one organizational unit. 

Position Management: The system by which the City’s inventory of positions and 
their attributes are maintained. Formerly Position Control. 

Unauthorized Positions: An unauthorized position is an authorized position that 
has subsequently been eliminated on the basis that funding has been terminated 
or the duration of the position has ended. 

Unbudgeted Positions: These are positions that have not been added by the 
Council in the Adopted Budget or in the Budget Monitoring Process Report. 

Unclassified Positions: These are authorized positions that have not completed 
the BHR or Auditor’s Office classification process and are not available to be 
filled. 

Under-fill: The act of filling an authorized position with an employee in a job 
class with a lower pay grade than the authorized position is budgeted. 

Unfunded Position: An unfunded position may be added to position control by 
Council direction only and only under exceptional circumstances. It is defined as 
unfunded when it has no supporting resources commensurate to its 
classification. At the point a position becomes unfunded, it will be eliminated 
unless it has been approved by Council to remain in the Central Position 
Management System. 

Vacancy: A budgeted position not filled by an employee. 

 

Tracking Position Attributes 

All authorized positions and pertinent attributes will be tracked in the City’s 
Central Organization and Position Management System. Once an authorized 
position has been added to the City’s budget, the Auditor’s Office will classify the 
position The Auditor’s Office will provide administrative notice to BHR of its 
classification decisions. Until the Auditor’s separate classification system is 
established, BHR will provide a unique position number when such notice is 
received by the Auditor or a designee.  

A number of attributes have been identified as being essential components of 
the Organization and Position Management System. The core attributes will at a 
minimum include the following: Position Classification; Position Number; Date 
position established; Ordinance or Auditor’s Office classification request form 
number through which a position has been created and classified; Cost Center; 
Authorized Status; Funding Status (Funded/Unfunded); Job Share; Full time; Part 
time; Limited Term; Funding Expiration Date; Organizational Unit; Classification 
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a n d C o m p e n s ati o n T e a m R e vi e w a n d All o c ati o n St at u s or A u dit or’s Offi c e 
e q ui v al e nt; a n d V a c a nt/ Fill e d st at u s.  

T o pr o vi d e a fr a m e w or k a n d c o m m o n u n d er st a n di n g of t h e pr o c e ss t hr o u g h 
w hi c h c h a n g e s i n t h e offi ci al n u m b er of a ut h ori z e d p o siti o n s ar e m a d e, Cit y of 
P ortl a n d c or e or g a niz ati o n a n d p o siti o n m a n a g e m e nt b u si n e ss r ul e s ar e 
pr e s e nt e d b el o w . 

 

A ut h ori z e d P o siti o n s  

1.  T h e n u m b er of a ut h ori z e d p o siti o n s c a n c h a n g e vi a f o ur m et h o d s o nl y: ( a) 
a n n u al a d o pt e d b u d g et ( b) t h e B u d g et M o nit ori n g R e p ort ( B M P) ( c) a n 
A u dit or’s Offi c e cl a ssifi c ati o n r e q u e st f or m or di n a n c e, a n d ( d) a n A u dit or’s 
Offi c e cl a ssifi c ati o n r e q u e st f or m pr o c e ss e d t o a b oli s h a n a ut h ori z e d p o siti o n 
or t o cr e at e a li mit e d t er m p o siti o n. T h e A u dit or’s Offi c e will pr o vi d e B H R 
wit h a d mi ni str ati v e n o ti c e o n p o siti o n n u m b er c h a n g e s. 

2.  T h e a b oliti o n of a p o siti o n r e s ult s i n t h at p o siti o n b ei n g eli mi n at e d.  B ot h 
f u n di n g f or t h e p o siti o n a n d t h e p o siti o n it s elf ar e eli mi n at e d. 

3.  Cit y C h art er a ut h ori z e s t h e A u dit or t o a p p oi nt e m pl o y e e s, e st a bli s h t h eir 
c o m p e n s ati o n, a n d a ssi g n t h eir d uti e s s u bj e ct t o f u n di n g b y C o u n cil. T hi s 
a ut h orit y i n cl u d e s Li mit e d T er m p o siti o n s. Li mit e d T er m p o siti o n s ar e s u bj e ct 
t o b u d g et v erifi c ati o n. Li mit e d T er m p o siti o n s t h at r e a c h t h e e n d of t h eir 
a p pr o v e d t er m l o s e t h eir st at u s a s a ut h oriz e d p o siti o n s a n d s h all b e 
eli mi n at e d.  P ur s u a nt t o t h e H R a n d A u dit or’s A d mi ni str ati v e r ul e s r el ati n g t o 
Li mit e d  T er m p o siti o n s, s u c h p o siti o n s m a y b e e xt e n d e d.  

4.  A p p oi nt m e nt s f or e m pl o y e e s, e x c e pt f or s e a s o n/ c a s u al, s h all o nl y b e m a d e 
i nt o p o siti o n s t h at h a v e b e e n a ut h ori z e d. 

 

S y n c hr o ni z ati o n of C o u n cil A ut h ori z ati o n of P o siti o n s a n d Or g a ni z ati o n a n d P o siti o n 
M a n a g e m e nt S y st e m  

Ti mi n g g a p s m a y o c c ur b et w e e n w h e n a hiri n g a ut h orit y n e e d s t o cr e at e a n d fill 
a p er m a n e nt a ut h ori z e d p o siti o n a n d w h e n C o u n cil a p pr o v e s t h e p er m a n e nt 
a ut h ori z e d p o siti o n. T h e pr o c e ss f or e st a bli s hi n g a Li mit e d T er m p o siti o n s h all b e 
u s e d t o  a c c o m m o d at e t h e s e o p er ati o n al ti mi n g diff er e n c e s. T h e A u dit or’s Offi c e 
will pr o vi d e v erifi c ati o n of s u p p orti n g r e s o ur c e s f or t h e Li mit e d T er m p o siti o n o n 
t h e b a si s t h at f u n di n g i s i m mi n e nt ( e. g. Gr a nt h a s b e e n a p pr o v e d, I nt er a g e n c y 
A gr e e m e nt h a s b e e n si g n e d, L e v y h a s p a ss e d, et c.). O n c e C o u n cil a p pr o v e s t h e 
p er m a n e nt a ut h oriz e d p o siti o n, t h e Li mit e d T er m p o siti o n, w hi c h h a d b e e n 
e st a bli s h e d a s a pl a c e h ol d er, will b e c o n v ert e d fr o m a Li mit e d T er m A ut h ori z e d 
p o siti o n t o a P er m a n e nt A ut h ori z e d p o siti o n . 
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P o s iti o n F u n di n g 

V erifi c ati o n of b u d g et a d e q u at e t o c o v er pr o p o s e d c h a n g e s i n t h e n u m b er of 
a ut h ori z e d p o siti o n s, or r e cl a ssifi c ati o n s t h at r e s ult i n s u b st a nti al i n cr e a s e s i n 
c o st s, will b e t h e r e s p o n si bilit y of t h e A u dit or’s Offi c e. Pri or t o e ntr y i nt o t h e  
C e ntr al Or g a ni z ati o n a n d P o siti o n M a n a g e m e nt S yst e m, all p o siti o n s s h all b e 
s u bj e ct t o pri or v erifi c ati o n of f u n di n g.  F or t h e p ur p o s e s of t hi s r e q uir e m e nt, 
v erifi c ati o n of f u n di n g o c c ur s w h e n ( a) p o siti o n s a n d a ss o ci at e d f u n di n g ar e 
a p pr o v e d vi a A d o pt e d B u d g et or B u d g et M o nit ori n g Pr o c e ss; or ( b) a P -4 or 
A u dit or’s Offi c e cl a ssifi c ati o n f or m a n d a d mi ni str ati v e n oti c e fr o m t h e A u dit or’s 
O ffi c e h a s b e e n pr o vi d e d t o B H R. 

1.  T h e A u dit or’s Offi c e will n ot b e p er mitt e d t o a d d a n a ut h ori z e d p o siti o n 
t o t h eir b u d g et wit h o ut l o a di n g t o t h e a p pr o pri at e c o st c e nt er a l e v el of 
f u n di n g c o m m e n s ur at e wit h t h e pr o p o s e d p o siti o n, u nl e ss i n e x c e pti o n al 
cir c u m st a n c e s s p e cifi c a ut h orit y i s gr a nt e d b y C o u n cil t o l o a d A ut h ori z e d 
U nf u n d e d p o siti o n s ( S e e N u m b er 4 li st e d b el o w i n t hi s  s e cti o n).  

2.  C h a n g e s i n f u n di n g st at us of s p e cifi c p o siti o n s will b e c o m m u ni c at e d b y 
Cit y A u dit or’s Offi c e t o t h e B ur e a u of H u m a n R e s o ur c e s a n d will b e 
r e c or d e d i n Or g a niz ati o n a n d P o siti o n M a n a g e m e nt S yst e m. 

3.  A n A ut h ori z e d U nf u n d e d p o siti o n m a y b e a d d e d t o t h e Or g a ni z ati o n a n d 
P o siti o n M a n a g e m e nt S yst e m b y C o u n cil dir e cti o n o nl y a n d o nl y u n d er 
e x c e pti o n al cir c u m st a n c e s. Cit y e m pl o y e e s s h all n ot b e pl a c e d i n 
A ut h ori z e d U nf u n d e d p ositi o n s.  A s u b s e q u e nt or di n a n c e s h all b e 
r e q uir e d t o f u n d p o siti o ns d efi n e d a s A ut h oriz e d U nf u n d e d. A p o siti o n 
d efi n e d a s A ut h oriz e d U nf u n d e d t h at r e c ei v e s a p pr o v al f or f u n di n g b y 
C o u n cil b e c o m e s a n A ut h ori z e d p o siti o n . 

 

F u n di n g V erifi c ati o n Pri n ci pl e s  

Crit eri a will b e a p pli e d b y A u dit or’s Offi c e t o c o m pl et e t h e v erifi c ati o n of f u n di n g 
i n s u p p ort of c h a n g e s t o A ut h ori z e d p o siti o n s. At a mi ni m u m, t h e g ui di n g 
pri n ci pl e s s h all i n cl u d e t h e f oll o wi n g:  

1.  N o o n g oi n g A ut h ori z e d p o siti o n s s h all b e cr e at e d u si n g o n e -ti m e 
r e s o ur c e s. 

2.  V a c a n c y s a vi n gs or ot h er si mil ar o n e -ti m e f u n di n g s o ur c e s will n ot b e 
u s e d a s a b a si s f or i n cr e asi n g o n g oi n g p o siti o n s.  

3.  O n e -ti m e f u n di n g s o ur c es s h all b e u s e d o nl y a s a b a si s t o cr e at e Li mit e d 
T er m A ut h oriz e d p o siti o n s.  

4.  F u n di n g v erifi c ati o n m a y b e s u bj e ct t o f urt h er crit eri a a s o utli n e d i n t h e 
Cit y’s fi n a n ci al m a n a g e m e nt p oli c y a n d r el at e d b u d g et m a n u al s.  
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5.  T h e A u dit or’ s Offi c e will t a k e it s fi n a n ci al c o n diti o n a n d t h at of t h e Cit y 
i nt o a c c o u nt w h e n it r e vi e ws t h e s o ur c e s of f u n di n g i d e ntifi e d i n s u p p ort 
of a c h a n g e i n a ut h ori z e d p o siti o n s . 

 

P oli c y I m pl e m e nt ati o n R o l e s 

1.  B H R s h all a ssi g n P o siti o n N u m b er s t o all n e w a ut h ori z e d p o siti o n s w h e n t h e 
b u d g et i s a d o pt e d, t h e B u d g et M o nit ori n g Pr o c e ss r e p ort i s a p pr o v e d b y 
C o u n cil, a n or di n a n c e h as b e e n a p pr o v e d b y C o u n cil, or a Li mit e d T er m 
P o siti o n h a s b e e n a p pr o v e d b y t h e A u dit or’s Offi c e a n d n oti c e d t o B H R. B H R 
m a y al s o a ssi g n n u m b er s t o n e wl y cr e at e d p o siti o n s a s a r e s ult of t h e 
i m pl e m e nt ati o n of C o u n cil A d o pt e d Cl a ssifi c ati o n st u di e s or t hr o u g h 
r e cl a ssifi c ati o n of a n a ut h ori z e d p o siti o n t hr o u g h a P-4 or A u dit or's Offi c e 
e q ui v al e nt wit h a d mi ni str ati v e n oti c e fr o m t h e A u dit or’s Offi c e.  

2.  T h e A u dit or’s Offi c e s h all s u b mit a B H R Or g a ni z ati o n al U nit a n d P o siti o n 
M ai nt e n a n c e f or m t o c h a n g e t h e B ur e a u’s Or g a ni z ati o n al Str u ct ur e a n d/ or 
cr e at e n e w c a s u al p o siti o n s.  

3.  T h e A u dit or’s Offi c e s h all i d e ntif y t h e s o ur c e of f u n di n g f or c h a n g e s i n 
A ut h ori z e d P o siti o n s i n B M P d o c u m e nt s. A u dit or’s Offi c e will c o n d u ct a 
pr o c e ss f u n cti o n all y e q ui v al e nt t o t h e P -4 pr o c e ss d e s cri b e d i n t hi s r ul e f or it s 
cl a ssifi c ati o n r e vi e ws a n d pr e p ar e s u c h d o c u m e n t ati o n t o c h a n g e p o siti o ns’ 
attri b ut e s or t o tr a n sf er a n a ut h ori z e d p o siti o n t o a diff er e nt p er s o n n el ar e a. 
T h e A u dit or’s Offi c e will pr o vi d e a d mi ni str ati v e n oti c e t o B H R i n di c ati n g 
d e ci si o n s m a d e b y t h e A u dit or or a d e si g n e e.  

 

A u dit or’ s Di s cr eti o n  

T h e  Cit y A u dit or i s a ut h ori z e d t o m a k e e x c e pti o n s t o t h e p oli c y o utli n e d a b o v e 
a n d will n otif y t h e Cit y B u d g et Offi c e a n d B H R s h o ul d t h er e b e a s u b st a nti al 
c h a n g e t o t h e n u m b er of A ut h oriz e d P o siti o n s i n t h e A u dit or’s Offi c e . 

 

H u m a n R e s o ur c e s  R ul e I nf or m ati o n a n d Hi st or y  

Q u e sti o n s a b o ut t hi s a d mi ni s tr ati v e r ul e m a y b e dir e ct e d t o t h e M a n a g e m e nt 
S er vi c e s Di vi si o n  of t h e A u dit or’s Offi c e . 

A d o pt e d b y t h e Cit y A u dit or D e c e m b er 1 1, 2 0 1 7.  

A d a pt e d fr o m Cit y of P ortl a n d H u m a n R e s o ur c e s A d mi ni str ati v e R ul e 7. 1 0 
Or g a ni z ati o n a n d P o siti o n M a n a g e m e nt .  

A d o pt e d b y C hi ef A d mi nistr ati v e Offi c er J ul y 2 8, 2 0 0 3.   

L a st r e vi s e d O ct o b er 1 9, 2 0 1 0 . 
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