PERSONNEL REQUISITION (ACADEMIC POSITIONS)

I.
BASIC INFORMATION
Position Title:

______________________________________________________

Department:

______________________________________________________

Department Phone:
______________________________________________________

Hiring Authority:
______________________________________________________

Fund/Org Source:
______________________________________________________

II.
BASIC DUTIES / HIRING SPECIFICATIONS

Please attach a copy of the job description with this requisition.  In addition, please email a copy of the job advertisement to Candice White (candice.white@emich.edu) in Academic Human Resources.

III.
POSITION DETAILS
Is this a brand new position?
______________
If yes, please download a Position Control Action form, complete and attach a draft of a job description.

IV.
AUTHORIZATION
_________________________________________________________________
Hiring Authority






Date
___________________________________________________________________

Dean or Provost






Date

_________________________________________________________________

Academic HR & Budget





Date















FOR AHR USE (DO NOT COMPLETE):

DATE REC’D ___________     POSTING # ______________    PCN# ____________

If no PCN#, has PCA & Job Spec been forwarded to Staff HR for approval?  ________


