Temporary Services Job Request Form
Please submit this form to Sheilaugh Sebastian, Rm 231A, Green Library, 6004. 

Fax: 725-0743, phone: 725-0668
Date:

	Unit Name:
	Desired start date:

	Supervisor:
	Projected end date:

	Supervisor’s phone:
	Place of work:

	Job title:
	


Urgency (Is your need immediate?)

Number of people needed:

Job schedule:
Hours needed per week:


Hours needed per day:

OR

Specific schedule (Complete only if there is a set work schedule):

Account number to charge:

	Names (who will/might sign the timesheets):
	Signatures (who will/might sign the timesheets):

	
	

	
	

	
	

	
	

	
	


Please describe the duties and responsibilities of this job:

Please list the qualifications. Group them as required or preferred.

Would you like to review the resumes which are sent for this position? Yes/No

Would you like the resumes faxed directly to you from the agency?


Your fax #:

Would you like to interview these candidates? Yes/No

names of interviewer(s):

location of interview(s):

HR Use only:

	Agency:
	Pay Rate:
	Overhead %:


Revised 12/12/00

