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Staffing Requisition Form
                                                                  
Please complete the form as thoroughly as possible.  Enter N/A for questions that do not pertain to your posting.
	[bookmark: Text32][bookmark: _GoBack]Position Title:      
[bookmark: Text33]Hiring Manager:      
[bookmark: OLE_LINK1]
[bookmark: Text34]Recruiter:      
[bookmark: Text35]Contract Name:      
	[bookmark: Check1][bookmark: Check11]Type:      |_|  New Position    |_|  Replacement   |_|SCA/WD Position  
[bookmark: Check2][bookmark: Check3][bookmark: Check4] |X| Contingent/Anticipated |X| Real/Funded  |_| Non-Funded  
 |_| Exempt  |_| Non-Exempt   

[bookmark: Text28]Number of Positions:      
[bookmark: Text9]Anticipated Award Date:            Work Start Date:     
[bookmark: Text25]Work Location:      

[bookmark: Text12]Contract Period of Performance:     

	[bookmark: Text31]Position Summary:      
	Work Schedule:
[bookmark: Check5]|_| Day
[bookmark: Check6]|_| Evening
[bookmark: Check7]|_| Overnight
[bookmark: Check8][bookmark: Text30]|_| Rotating Shift:      
[bookmark: Check10][bookmark: Text29]|_| Other:      

	Requisition Number:     
 
	Minimum Degree Required:
|_|  None
|_|  H.S. Diploma
|_|  Technical Diploma
|_|  Associates
|_| Bachelors (or 10 years or more of related 
     experience. 
|_|  Masters
|_|  PhD
	[bookmark: Text15]Certifications Required:     


	Experience (number of years):      

	
	

	Salary Range:     

	
	Course of Study Preferred (Major):     


	Travel Required:
[bookmark: Check13]|_| No
[bookmark: Check14]|_| 25%
[bookmark: Check15]|_| 50%
[bookmark: Check16]|_| 75%
[bookmark: Check17]|_| 100%
[bookmark: Check18][bookmark: Text36]|_| Other:       
[bookmark: Check19]|_| International travel required

	Clearance Requirement (check ONE):
|_|  None
|_|  Clearable 
[bookmark: Check12]|_|  Sensitive but unclassified
|_|  Secret
|_|  Top Secret
|_|  TS SCI
|_|  TS SCI Poly
|_|  TS SCI Lifestyle Poly
|_|  TS ISA SCI
|_|  TS ISA SCI Poly
|_|  TS ISA no SCI 
|_|  TS ISSA
	Potential Interview Team:                                                                                                              
1.                                         
[bookmark: Text18]2.             
[bookmark: Text19]3.       
[bookmark: Text20]4.      

	
	
	Marketing Title:  (for external postings)      



	
	
	Additional Keywords or Acronyms:
[bookmark: Text22]     

	Position Description:         






	[bookmark: Text26]Responsibilities:       







	[bookmark: Text24]Minimum Qualifications:      








	[bookmark: Text27]Preferred Qualifications:       







	Hiring Manager’s Signature & Date:                                               

                                                                                                                                                                                                                         
	Human Resources/Recruiter’s Signature & Date:                                               
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