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EMPLOYEE HIRING APPROVAL FORM 
 

Position: ________________________________________________________________ 
 
Department: _____________________________________________________________ 
 
Description of Hiring Request: 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
Reason for Request: 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
Steps taken to evaluate the need for the position: 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
Discussion of budgetary and organizational impact of the request: 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
Requested by: _______________________________________ Date: ______________ 
 
Approved by  
(Vice President): _____________________________________  Date: ______________ 
 
 
Cabinet Authorization: ________________________________ Date: ______________ 


