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CITY OF SOUTH BEND
PERSONNEL REQUISITION FORM



	Date of Request:  Click here to enter text.
	Requested by: Click here to enter text.

	Department/Division:  Click here to enter text.
	Phone:  Click here to enter text.



	Job Information

	Job Title:  Click here to enter text.
	Supervisor:  Click here to enter text.

	Salary Range: Click here to enter text.
	Projected Start Date:  Click here to enter text.

	Number of Openings:  Click here to enter text.
	



	Reason for Opening

	Is this position:
	☐ New
	☐ Replacement for:  Click here to enter text.

	Reason for replacement:
	☐ Transfer
	☐ Promotion
	☐ Separation

	This position is:
	☐ Regular
	☐ Temporary (<6 months)
	☐ Seasonal (<6 months)

	Will this position be:
	☐ Full-time
	☐ 30 Hours (30-39 Hours)
	☐ Part-time (<30 Hours)

	Which Shift? Click here to enter text.
	What hours on what days?  Click here to enter text.

	Position Justification REQUIRED - please provide a detailed explanation justifying the need for the requested position(s).  Click here to enter text.

	☐  Position Description attached.  Please review current job title and position description for accuracy and attach to this requisition.  If changes are needed please contact the HR Department for assistance.



	Advertising

	Department Only (HR MUST be informed prior to posting)


	Approvals

	Immediate Supervisor: Click here to enter text.
	Date: Click here to enter text.

	Division Manager: Click here to enter text.
	Date: Click here to enter text.

	Department Head: Click here to enter text.
	Date: Click here to enter text.

	HR Director: Click here to enter text.
	Date: Click here to enter text.




Please complete the Personnel Requisition Form in its entirety, type in your name and current date as initial approver and email to the next person in the approval process, and copy humanresources@southbendin.gov.

Each approver should type in their name and date, and forward as indicated in the Approvals section, copying humanresources@southbendin.gov.  Please contact HR Department at 235-9217 with questions.
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