PRWT SERVICES, INC.


REQUEST TO HIRE





Today’s Date:					  Position Number:					





Position Title:					  Position Department:					





��Grade/Level:		  Working Hours:     			 New Position:	            Yes  	         No





Starting Salary:					  Former Incumbent:  					


��


��Full Time: 	Part Time: 					            Permanent:   	Temporary:       


	  (Check One)								               (Check One)





Total Number of Positions with Same Title and Duties in this REQUEST TO HIRE:			








Requested by: 								Date:  				





Endorsed by: 								Date:  				











Budget Information:





Budget Year:		          Budget Amount:				     Account:   			





��        Previously Included in Current Budget:	      Yes		No





Employee Name on Budget:  										





If new position, provide full position description and budgetary justification:





��		Position Description Attached    				Justification Attached








APPROVALS








Budget Approved by: 							Date:  				








Operations Approved by:  						Date:  				








Organization Approved by: 					 	Date:  				








Entered in Position Control by: 						Date:  				





�



PRWT SERVICES, INC.


REQUEST TO HIRE


Instruction








PURPOSE:





This instruction notice defines how PRWT Services, Inc. managers will initiate the process when they seek authority to:  a) create a new position, or b) fill a vacant position.  A REQUEST TO HIRE form is completed and sent to corporate headquarters for approval.





Managers must initiate a REQUEST TO HIRE document before they start to recruit for any position (new or vacancy).  In recruitment efforts PRWT spends funds and time.  If the requested position is disapproved, the recruiting efforts are wasted.





After receiving corporate approval, the manager may commence the recruitment or promotion process to fill the position.  Exceptions to the requirements in this instruction will be considered, in extreme circumstances, only with written approval of the Chief Operating Officer or President.





GENERAL PROCESS:





Before a manager commits a position or offers a job to a new hire candidate, the manager completes the REQUEST TO HIRE document.  The document is endorsed by the responsible Vice President before it is routed by the manager to Human Resources at corporate headquarters.  Human Resources will ensure that the proper corporate authorities review the REQUEST TO HIRE; then Human Resources will return the document to the initiating manager. 





Managers may NOT start recruitment or offer any job or promotion to a candidate until after the document is returned by Human Resources.





SPECIFIC PROCESSING STEPS:





� AUTONUM �       The manager seeking to hire an employee completes the information on the form, from its first line (Today’s Date) through the “Budget Information” section, for all new hires or promotions.





All boxes in the top section must be completed as appropriate.  Full or Part time must be indicated, as must Permanent or Temporary.  Starting salary may be a range consistent with the salary schedule for the grade/level of the position.





If the position is a new position, a Position Description and Justification must be attached.  The Position Description must have the grade/level indicated.


The Position Number will be left blank for all new positions or for existing positions that have not yet been issued a unique position number.  When filling a vacancy that was previously issued a position number, the existing position number will be entered.





� AUTONUM �	After completion, the manager will sign in the “Requested by:” box and forward the REQUEST TO HIRE to his/her responsible Vice President.





� AUTONUM � 	The responsible Vice President may endorse it or deny it.





If endorsing it, the responsible Vice President will sign on the “Endorsed by” line, and date the REQUEST TO HIRE.  Then he/she will return the form to the initiating manager.





If denying it, the responsible Vice President will return the request to the initiating manager.  To deny the request, the word “DENIED” is entered in the “Endorsed by” line, followed by the responsible Vice President’s initials and the date.  A marginal notation of the reason for denial may be added.





� AUTONUM � 	The manager will route the endorsed REQUEST TO HIRE to Human Resources at corporate.  REQUESTS denied by the responsible Vice President do not need to be sent to Human Resources.





� AUTONUM � 	Upon receipt of the REQUEST TO HIRE (from the manager), Human Resources will route the document through proper channels until all necessary approvals are obtained. 





After appropriate approvals are obtained, Human Resources will assign a number to the position -- if the position is new or no number has been previously assigned to it.  Then a final copy of the REQUEST TO HIRE will be returned to the initiating manager.





� AUTONUM �	The initiating manager will begin the recruitment process.  Once the desired candidate is selected, the REQUEST TO HIRE form will be returned to Human Resources, along with the employee’s personal information.





NEW HIRES DURING SPECIAL PERIODS:





During the start�up or ramp�up period of a project and at other times when more than one employee is needed to fill the same type of position at the same pay rate, a single document may be prepared.  The total number of positions/employees requested is entered in “Number of Positions”.  During the review and approval process the number requested may be reduced by any of the approving authorities.   If the approving authority reduces the number, he/she will enter the reduced number and a marginal note with initials to explain the reduction.
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