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Personnel Requisition
Important Note

Information about each field can be viewed on the Status Bar or by pressing F1.
Job Title of Position Requested
     
Department
     
FOAPAL
     
Budget Status1 


[image: image1]

 FORMCHECKBOX 
  Budgeted Position


 FORMCHECKBOX 
  Unbudgeted Position


 FORMCHECKBOX 
  Grant-Funded Position
	Position Information

	Category
 FORMDROPDOWN 


If Replacement Position, indicate person being replaced:

      
	Classification
 FORMDROPDOWN 


	Group
 FORMDROPDOWN 


If Non-Faculty, does position require teaching duties?


 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No
	Status
 FORMDROPDOWN 


	educational requirement(s) [minimum education required to perform duties]:


     


	experience required [including number of years experience required]

     


	justification for filling the position [a complete job description must also be attached, including reasons for vacancy]

     



	Approvals
Print Form and Obtain Appropriate Signatures
	Immediate Supervisor

Director/Dean

(If applicable)

Vice President/Provost

President
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	Date

Date


Date

Date


	Human Resources Office Use Only

	( FLSA Exempt
	( Posted Internally 
	Position Number:
	Initialed by:

	( FLSA Non-Exempt
	( Advertised Externally
	Salary Grade:
	Date:


1Approved positions may or may not have budget dollars allocated. Contact the Budget Analyst (x-2129) to verify budget and benefits allocation and FOAPAL number.











Forward completed form to HR Office.  Retain copy for your records.
If you need technical assistance to complete the form, contact Barb Scenna, scenna@ltu.edu
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