CAL POLY CORPORATIONPRIVATE 

Requisition for Recruitment of Personnel

This form is used when a new position or a vacated temporary/regular benefited position is to be filled.  The Department Head should complete Section "A" and forward it to Cal Poly Corporation Human Resources for approval.  Please call Cal Poly Corporation Human Resources at x1121 with any questions regarding appropriate salary range or recruitment procedures.  Advertising will not begin until approval of the Human Resources Director has been granted.  

1.  Is funding for this position currently in a Cal Poly Corporation Account?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

2.  If No, will a standard agreement with the State be required to fund this position?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

3.  Is the position funded through gift/endowment monies?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

If you answer yes to number 2 or 3, you must attach a justification memo indicating why this position should be a Cal Poly Corporation position versus a State position.  If the position will be performing duties for State functions versus Cal Poly Corporation functions, then the position should be hired via the State and reimbursed by the Cal Poly Corporation account. 
SECTION "A" 
TO BE COMPLETED BY THE HIRING DEPARTMENT

DEPARTMENT       




  SALARY RANGE       





POSITION TITLE       



 WORK SCHEDULE       




  
(Attach current position description AND email position description to aborin@calpoly.edu)

 FORMCHECKBOX 
 REGULAR

 FORMCHECKBOX 
 TEMPORARY       

  (Position is temporary if it is subject to funding, or has a specific end date)   Please list the contract ending date to be included on the position announcement.           

RECRUITMENT ACCOUNT # to be charged for advertising:       



ANTICIPATED START DATE:      

                            

SCREENING COMMITTEE CHAIR: (Print name)      



  Phone #:      



SCREENING COMMITTEE MEMBERS:      









     









     










(Should consist of at least three people including the hiring supervisor and two people knowledgeable about the job)
WHERE IS THE POSITION TO BE ADVERTISED?     San Luis Obispo Tribune & CareerBuilder, Santa Maria Times 
     









(All advertising costs are borne by the requesting department)  

APPROVALS:

DEPARTMENT HEAD


      DATE

HUMAN RESOURCES DIRECTOR         



SECTION "B”   TO BE COMPLETED BY CAL POLY CORPORATION HUMAN RESOURCES
CLOSING/REVIEW DATE  




CAL POLY REPORT 




  
PAPER

DATES

COST



Invoice Rec’d & Sent to Accounts Payable

SLO TRIBUNE











S.M. TIMES  











FRESNO BEE  










L.A. TIMES  










S.F. CHRON. 









S.J.M. NEWS    
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