	Manpower requisition form
Human resources formats

	Format No.           :
Rev. No. & Date. : 
	Document No. :
Date.                 :


	Department 
	Requested by
	Position Name

	
	
	

	Reason for vacancy

	Type
· Resignation
· Termination
· New position


	Internal Arrangement Acceptable?
If, yes proposed name of employee

	YES / NO
Name of Employee:

	Qualification requirements or equivalent

	

	Experience required

	

	Expected system knowledge

	

	I.T. Skill 

	

	Expected date of joining 
	Under supervision
	Brief Description of works

	
	
	

	Requester sign.                                                                                              Human resource – Sign. 


