REQUISITION FOR PERSONNEL


Position Title:_________________________________________ Position #:____________
Classification: 
(  Administrator



( Faculty


( Classified



( Technical Professional

Recruitment Method:  Please specify the number of weeks to be advertised.
(  Internal  



( External 

(Transfers and Direct Appointments  require Presidential Approval)



Advertisement Placement:  Please specify any desired websites not listed.
( Organizational Newsletters

(  Higheredjobs.com
( The Chronicle of Higher Education
( Other ____________________________

Reason(s) for Position:

(  New position




( Replacement for _____________________________________________________

( Other ______________________________________________________________

Payroll Information:
Starting Salary Range ___________________________________



Job Appointment %_____________________________________




Cost Center # __________________________________________

Employee’s New:
Office Number        ___________________________________



Phone Extension      __________________________________




Campus Box        _____________________________________


Department / Division:__________________________________________________________
_____________________________


                  ______________

Requester







                Date
_____________________________



        ________________

Next Level Supervisor






                Date

____________________________________________


______________

Budget Approval







Date

_________________________________________



______________

President Signature







Date


_____________________________________


____________

          
Human Resources







 Date

