Template

This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Staffing Requisition
Department:  __________________________   Date: 

Position Title:  _________________________   Department Number: 

Requesting Start Date:  __________________  Hours  

Position Description Summary: 

Preferred Qualifications and Experience: 

Will Consider:
   (  Internal Applicants    (  Outside Applicants

Replacement:
   (  Yes  (  No


   Name of person being replaced ____________________________



   Date leaving ___________________________________________

Addition to staff:  (  Yes  (  No
If yes, state why increase is needed:

REQUIREMENTS
College graduate:
(  Yes  (  No
        Data entry (wpm) ___________

Professional degrees (specify): 

Other qualifications: 

Approvals must be obtained prior to submission to Human Resources

Submitted by:
__________________________________________
________________



Immediate Supervisor





Date

Approval:  
__________________________________________
________________



Department Manager





Date

Approval:  
__________________________________________
________________



Division Head






Date

For Human Resources Use Only

Date received ____________    Date filled _____________     By ________________________
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