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     Staff Requisition Form

To       : Human Resources Manager

From  : Department of _________________________

1. Position : _______________________________

      2.   Status of position :

            (     Permanent       (    Temporary    (     Full-time    (      Part-time 

3. Reasons for requisition : 
_________________________________________


_________________________________________


_________________________________________

 
_________________________________________

4. Type of requisition : 

      (     Replacement      (     Additional 
     (      Vacancy 

5. If it belongs to the type of replacement, please specify the information of the current staff being replaced as below :

Staff’s name                    :  _____________________

Position                           :  _____________________   

            Annual Salary                 :  _____________________ 

            Reasons for leaving         :  ________________________________________________

                                                       ________________________________________________

                                                       ________________________________________________

                                                       ________________________________________________ 
            

      6.   Brief description of the anticipated job duties :

     _______________________________________________________________________

     _______________________________________________________________________

           _______________________________________________________________________

           _______________________________________________________________________

7. Number of staff required  :      ______________

8. Supposed date of commencement :   ________________________

9. Details of requirement for the staff :

	I.  Qualification :  ( e.g. post-graduate, degree etc. )



	II.  Work Experience :



	III.  PC Skills :



	IV.  Languages :



	V.   Budgeted Salary Range :



	VI.  Other requirements :




	Signed by Department Manager :


	Signed by Human Resources Manager :
	Approved by CEO/ COO/ GM

	Date :
	Date :
	Date :


