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Before You Begin a Requisition

PREPARING TO SUBMIT A RECRUITMENT REQUISITION

Before starting a recruitment requisition in the NeoEd Online Hiring Center (OHC), take a few minutes to

make sure you have the information you will need. Having this information ready will make the
requisition process easier and help avoid delays in the approval and recruitment process.

Include the Following in the Requisition Comments

Position Information
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FTE

Months per year, for Classified Professional and Management positions
Days per year, for Faculty positions

Replacement Information, if applicable

Name of employee being replaced

Last day of service of employee being replaced

Reason for recruitment:

e Sabbatical

e Leave of Absence

e Retirement

e Termination

e Resignation

e Transfer

e  Other, with a brief explanation

Funding Information

Funding source, including Budget/GL Code

Whether this is an existing budgeted position

If funding is being transferred from another budgeted position, identify the position or budget
from which the funding will be transferred

Review the Position Before You Recruit
Avacancy is a good opportunity to review the position before automatically recruiting it exactly as it

existed before.

Consider whether:

The current classification still meets the needs of the department
The responsibilities of the position have changed
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e Thecurrent FTE is still appropriate

e The months or days of service are still appropriate

e The current work schedule and location are still appropriate

e There are organizational or operational changes that should be considered

If you are requesting a change to the classification, FTE, months/days of service, funding, organizational
placement, or other significant aspects of the position, contact Human Resources before initiating the
requisition. Some changes may require additional review or approval before recruitment can begin.

Be Prepared to Explain the Recruitment Request
The requisition should give approvers enough information to understand what you are requesting and
why the recruitmentis needed.

Use the Additional Information/Justification portion of your comments when there is information an
approver should know that is not apparent from the requisition itself. This may include:

e Anew position

e Achange to an existing position

e Funding being transferred from another budgeted position

e Anew program, initiative, or funding source

e Aposition that has been vacant for an extended period

e Other circumstances that are important to understanding the request

Keep the explanation clear and concise. The goal is to give each approver the information needed to
make an informed decision.

If you are unsure what information to include, please contact Human Resources before submitting the
requisition.
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