
Requesting manager information

Full Name: __________________________
Department: __________________________

Position details

Job title: __________________________
Reason for new hire (e.g., replacement, new role): __________________________
Proposed start date: __________________________
Is this position permanent or temporary? Permanent ☐ Temporary ☐
Will this position require any special qualifications or certifications? Yes ☐ No ☐

If yes, please specify: __________________________

Work environment

Will this role be remote, on-site, or hybrid? __________________________
Expected working hours (full-time/part-time): __________________________

Approval

Budget Approval: __________________________
Manager Signature: __________________________
Date: __________________________
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