	                                                                              For new position, please state in detail all duties to be performed and attach a copy of the approved organizational chart for H.R.D use.
	Manpower Requisition Form



	FORM NUMBER/ REV. NO.



	Job Information

	Date of request:
	Requisition for Department:

	Requisition for Designation:



	 FORMCHECKBOX 
 New Opening
 FORMCHECKBOX 
 Replacement  
 FORMCHECKBOX 
 Planned Addition
	Reason For Requirement:

	Experience: 

Min________ 

Max_________
	Requesting Plant:

	
	
	No. of Vacancies:


	Reporting:



	If urgent then specify the Duration:


	
	

	Requirement for the Job Profile with Key Skills & abilities

	

	

	

	

	

	

	

	

	

	

	(Please add a sheet if the above space is not sufficient)

	Preferred Education

	Up to SSC:


	If Technical Diploma: 
	If Bachelor’s Degree:
	 If Masters Degree:
	If Other:


	Training / Project Done 


	

	Preferred Related Experience

	 FORMCHECKBOX 
 Account/Finance

 FORMCHECKBOX 
 Assembly/Press 

      Shop

 FORMCHECKBOX 
 Quality Assurance 


	 FORMCHECKBOX 
 Tool Engineering

 FORMCHECKBOX 
 Manufacturing             

       Engineering
 FORMCHECKBOX 
 Product     

      Development
	 FORMCHECKBOX 
 Marketing
 FORMCHECKBOX 
 Material Planning &    

       Logistic

 FORMCHECKBOX 
  Research &    

       Development
	 FORMCHECKBOX 
 Purchase
 FORMCHECKBOX 
 H.R/Personnel&  

      Administration
 FORMCHECKBOX 
 Computer &

       Networking 


	 FORMCHECKBOX 
 Documentation

 FORMCHECKBOX 
 Coordination

 FORMCHECKBOX 
 Store

 FORMCHECKBOX 
 No Preference

 FORMCHECKBOX 
 Other

	Requisition Raised by:
Sign:

Date:
	Approval by Concerned Ho.D:

Sign:

Date:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
	Approval by CEO:
Sign:

Date:
	Received by(H.R.D):

Sign:

Date:

	Comments:

	Comments:


	Comments:


	Comments:



	HR 
Use Only

	Reference No. 
	Date:
	Salary Range:                                                     
	Comments if any :



	Source: 

 FORMCHECKBOX 
 Advertisement

 FORMCHECKBOX 
 Internal Posting

 FORMCHECKBOX 
 Executive Search Agency

 FORMCHECKBOX 
 Existing Data Base
	Agency:

News Paper:
	Action Taken:

Activity Closed on:
	











