
Sample New Employee Requisition Form.pdf


 
 


1000 El Camino Real www.menlo.edu (800) 55-MENLO 
Atherton, CA 94027-4301 


NEW EMPLOYEE REQUISITION FORM 
 


JOB TITLE: _______________________________________________________________ 


START DATE:  ___________________   DEPARTMENT: ____________________________ 


 


CHECK ONE:  ____ NEW POSITION   or   ____ REPLACEMENT   


    If replacement, name of former employee:  ___________________________ 


CHECK ONE:  ____ FULL-TIME   or   ____PART-TIME  


CHECK ONE:  ____ SALARIED   or   ____STIPEND 


CHECK ONE:  ____ EXEMPT      or   ____NON-EXEMPT  


IS THIS A TEMPORARY POSITION?  ____ YES   or   ____NO 


REPORTS TO:  ___________________   SALARY RANGE: ___________________ 


 


ATTACH JOB DESCRIPTION AND PROVIDE POSTING SUMMARY STATEMENT HERE: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 


 
APPROVALS 
 
DEPARTMENT MANAGER:  _____________________________   DATE:  ___________ 
 
VICE PRESIDENT:                  _____________________________   DATE:  ___________ 
 
HUMAN RESOURCES:          _____________________________   DATE:  ___________ 


 


 


FOR HUMAN RESOURCES USE:  ________________________________________________ 


______________________________________________________________________________ 


______________________________________________________________________________ 
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