
 

 

How to Submit an “Exception Request Form (ERF)” 
If your request aligns with the FY27 Hiring Freeze and Position Cost Control Guidelines 
and meets the eligibility for an exception request, you may: 
 
1. Navigate to the HR/ Payroll Self-Service Portal (https://rutgers.service-

now.com/hrportal) and login using your NetID and Password.  
 

2. Click “Service Catalog” on the top menu bar or the “Request Service” tile to access 
the service in the “Business Partners Services”, “HCM”, or “General” catalogs.  
 
You can also type “ERF” in the search bar to go directly to the “Position Cost 
Control Exception Request Form (ERF)” service.  

 

 
 
3. Your Cabinet and School/Unit will default based on your NetID login, but you will 

need to select your Department from the drop-down menu.  
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4. Select your “Transaction Type” from the available drop-down menu options.  

 

 
 

5. Fill in all of the details pertaining to the nature of your request. The form is dynamic 
and will only display fields that are required and relevant to your transaction type. 

 
Please note: Some fields with a red asterisk are required in order to submit your 
transaction. You may also see a list of the required fields on the right side of your 
screen. 
 

 



 

 
6. In order for the approvers to understand the cost or cost savings associated with 

your request, you must fill out the budget details section. The updated FY27 fringe 
rate benefit information is available on the University Finance and Administration 
website. Here is a screenshot of the required budget details for faculty and other 
academic roles and staff positions: 
 

 
  
The budget details for Temporary Staffing Firms and Independent Contractors will 
look slightly different: 
 

 
 
If you have questions regarding the Budget Details section of the form, please first 
review the FAQs as there are multiple questions related to the budget fields. If you  
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have additional questions, reach out to one of the following representatives based 
on your university affiliation: 
 

University Affiliation Point of Contact 

Rutgers University-
Camden 

The Associate Dean of Finance and Administration or 
Director in charge of Finance in your unit. Alternatively, 
you may contact Dallas Grundy 
at dallas.grundy@rutgers.edu. 

Rutgers University-
Newark 

The Associate Dean of Finance and Administration or 
Director in charge of Finance in your unit. Alternatively, 
you may contact Mary Tomasco 
at tamasco@rutgers.edu. 

Rutgers University-
New Brunswick 

The Associate Dean of Finance and Administration or 
Director in charge of Finance in your unit. Alternatively, 
you may contact Nayland Smith 
at Nayland.Smith@rutgers.edu. 

Rutgers Health The Associate Dean of Finance and Administration or 
Director in charge of Finance in your unit. Alternatively, 
you may contact Kathy Bramwell 
at Kathleen.Bramwell@rutgers.edu. 

Central Administration 
Chief business officer for your area, or as directed by the 
area SVP or EVP. 

Rutgers Cancer 
Institute 

You may contact John Pounardjian 
at john.pounardjian@rutgers.edu. 

Div 1 Athletics 
You may contact Todd Knisley 
at todd.knisley@rutgers.edu. 

 
7. Continue completing the form by entering information in the listed field boxes.   

• Additional/helpful information is provided by clicking on the question marks that 
appear throughout the application process.   
 

 
 

8. You may upload supporting documentation by clicking on the “Upload” button below 
and selecting the document you wish to submit with your request. 
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9. Once done, click “Submit” on the right side of the screen. If any mandatory fields 
are missing, an error message will appear highlighting the missing fields.  
 

  

 

Important: Please complete all required fields before submitting your response. This 

form does not allow you to save a draft. If you navigate away from the webform, you will 

need to restart the review and response process from the beginning. 



 

 


