	EMPLOYEE REQUISITION

For Regular Full Time and Part Time Positions


[image: image1.wmf]
	Requesting Department:
	     
	Location:  
	     


	Budget Account Nos. & %:

	Vacant Position Title:
	     
	     

	     

	Employee(s) Vacating:
	     
	     

	     

	Employing Supervisor:
	     
	Ext:
	     


	Reason for Vacancy:
	 FORMCHECKBOX 
  Separation

	 FORMCHECKBOX 
  Promotion

	
	 FORMCHECKBOX 
  Transfer
	 FORMCHECKBOX 
  Retirement

	
	 FORMCHECKBOX 
  New Position
	 FORMCHECKBOX 
  Other


	Posting Instructions*:
	 FORMCHECKBOX 
  In-House Only

	
	 FORMCHECKBOX 
  General Public


	* Attach Job Announcement copy for Internet posting, internal posting, advertising, etc.


	Position Type:

	 FORMCHECKBOX 
  Full-Time

	
	 FORMCHECKBOX 
  Part-Time


	Work Schedule:
	 FORMCHECKBOX 
  M-F 8:00 a.m.- 4:30 p.m.

	
	 FORMCHECKBOX 
  Other (please specify)


	Posting Schedule:
	 FORMCHECKBOX 
  In-House (minimum of 5 days)

	
	 FORMCHECKBOX 
  1 Week

	
	 FORMCHECKBOX 
  2 Weeks

	
	 FORMCHECKBOX 
  Other


	Advertising Instructions:
	 FORMCHECKBOX 
  Newspapers (Specify )
	     

	
	 FORMCHECKBOX 
  Associations (Specify)
	     

	
	 FORMCHECKBOX 
  Web-sites (Specify)
	     

	
	 FORMCHECKBOX 
  Other (Specify)
	     


	Signature of Requesting Department:
	
	Date:
	


	VP/Provost/Dean:
	
	Date:
	


	Human Resources:
	
	Date:
	


	President:
	
	Date:
	


	HR Verification
	

	 FORMCHECKBOX 
  Wage/Salary  
	     

	 FORMCHECKBOX 
  Employee Status  
	     

	 FORMCHECKBOX 
  Job Announcement
	     

	 FORMCHECKBOX 
  Ad Copy
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