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Employee Requisition Form 

Request Date:______________________________________________

Proposed Start Date: _____________________________________

Job Title:___________________________________________________

Job Description must be attached to this authorization. 

If employee identified, Employee Name: _______________________________________

Hiring Manager: _______________________________________

Cost Center: _______________________________________

Is this position replacing a current position?  	|_|  Yes 		|_|  No

If new position for cost center, please attach justification for addition of employee:

Relocation Authorized?  |_|  Yes 	|_|  No             Recruitment Firm Costs Budgeted? |_|  Yes	 |_|  No

Terms of Employment: _______________________________________

|_|  Salaried 		|_|  Full-time 			|_|  Permanent  |_|  Yes  |_|  No 	 
|_|  Hourly		|_|  Part-time
			|_|  Temporary

Salary Rate: $________________    - _______________________

Is the position bonus eligible? 	|_|  Yes 	|_|  No

Will the position pay commission? 	|_| Yes 	|_|  No 

Describe terms of commission agreement plan: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

If above is yes, must provide executed compensation plan with new hire documents. 

Additional compensation terms to be considered: _______________________________________

Hiring Manager Signature: _______________________________________ Date: __________________
Manager Approval: _______________________________________ Date: __________________
Human Resources:: _______________________________________ Date: __________________

* Recruitment process will not commence without this fully completed and approved form.

