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MANPOWER REQUISITION FORM

	Date of requirement:

	Requested by:
	

	Job title:
	Division:

	No. of requirements:
	Required by: 

	JOB DETAILS:

Tenure: Temporary /Permanent

Qualification required/desired:

Experience desired (if any):

Location:
	

	Total strength budgeted for the department:
	Total strength existing:

	FOR THE REQUESTED JOB TITLE:

Budgeted number:

Existing number:

Vacancies:
	PAY SCALE FOR THE POSITION:

	Reason for requirement: (Tick the appropriate)

· Additional work Load (Quantify it)

· For reduction in work Load (Quantify it)

· Existing Members reached saturation level in Knowledge and Skill
	· Resignation/Termination/Death/Re-location (for whom)

· Cost Factors

· Business Growth/Static Level

· Any other reason, please specify
· Re-structuring

	Signature of hiring manager

	Approved / Not approved:
	

	Signature of the authorized signatory
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