[Company Logo]   [Company Name]
MANPOWER REQUISITION FORM
	MRF No.:
	[Reference Number]

	Date of Request:
	[Date]

	Company:
	[Company Name]



A. Requesting Department
	Department
	 

	Cost Centre
	 

	Requested By (Name & Designation)
	 

	Reporting Manager for the Position
	 

	Work Location
	 



B. Position Details
	Designation
	 

	Grade / Band
	 

	Number of Positions
	 

	Employment Type: Permanent / Fixed-Term / Contract / Apprentice
	 

	Shift / Working Hours
	 

	Target Date of Joining
	 



C. Reason for Requirement
  New position (budgeted in annual manpower plan)
  New position (not budgeted – justification required)
  Replacement of exiting employee – Name: [Employee Name], Last Working Day: [Last Working Day]
  Temporary / project requirement – Duration: [Months]
Business justification (workload, project, client commitment, revenue impact):
[Justification]
D. Candidate Profile
	Minimum Qualification
	 

	Experience Range (years)
	 

	Key Skills / Certifications
	 

	Preferred Industry Background
	 

	Language Requirement
	 

	Travel Required (Yes/No, % of time)
	 



E. Budget
	Item
	Minimum (₹ per annum)
	Maximum (₹ per annum)

	Fixed CTC
	[Amount]
	[Amount]

	Variable / Incentive
	[Amount]
	[Amount]

	Recruitment cost (agency / job portal)
	[Amount]
	[Amount]



F. Approvals
	Approver
	Name
	Approved / Rejected
	Signature & Date

	Department Head
	[Name]
	 
	 

	Finance
	[Name]
	 
	 

	HR Head
	[HR Name]
	 
	 

	CEO / BU Head
	[Name]
	 
	 



Declaration: I confirm that this requirement is genuine, the position details are accurate and the job description is attached. HR may begin sourcing only after all approvals above are recorded.

	______________________________
Requested by
[Name]
[Designation]
Date: [Date]
	______________________________
Received by HR
[HR Name]
Date: [Date]
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