SAMPLE

PERSONNEL REQUISITION

	Requisition Number
	Date

	Position Title
	Advertise?
	Y
	N

	Salary Range
	Budgeted?
	Y
	N

	Reporting to 
	Department

	Division
	Location


	Why is this 

position required?
	  

 


	List Specific Duties of the Position
	·   

·   

·   

·   

·   


	Education, Experience, Knowledge and Skills Required
	·   

·   

·   

·   

·   


	Detail any additional requirements, i.e., Special terms/ agreements, hiring bonus, relocation expenses, VISA considerations.
	·   

·   

·   

·   

·   

·   

·   

	Approvals 

 
	Hiring Manager
	Date

	
	Department Manager
	Date

	
	Vice President/CFO
	Date

	
	President
	Date
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