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STAFFING REQUEST FORM

	Requester*
	

	HR Manager*
	

	ExCo member*
	

	Department	
	

	Cost center
	

	Country
	


* Will be informed about the decision 

Job details

	Job title
	

	New position**
	Yes/no/partial		
[bookmark: _GoBack]If no/partial, replacing: name

	Within dept. budget
	Yes/no/partial 
If yes, job title in budget:
If no/partial, explain:

	Working hours/week
	

	Estimate salary
(gross per month)
	Grade:
Min.  €		
Max. €           

	Period 
	Definite/indefinite
Start date:		
End date (if definite):

	Justification/motivation
	

	Internal candidates?
	

	Alternative solution if staffing request will not be approved
	

	Advice local HR (e.g. internal candidates at other locations):

	






** In case of new position, please add a job description and org chart that clearly identifies 
    where this new position is placed.
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