[Company Logo]   [Company Name]
REPLACEMENT HIRING REQUEST
	Request No.:
	[Reference Number]

	Date:
	[Date]

	Department:
	[Department]



Part A – Exiting Employee Details
	Employee Name
	 

	Employee ID
	 

	Designation
	 

	Grade
	 

	Last Drawn CTC (₹ per annum)
	 

	Date of Resignation / Separation
	 

	Last Working Day
	 

	Work Location
	 



Part B – Reason for Vacancy
  Resignation
  Termination
  Retirement
  Internal transfer / promotion
  End of fixed-term contract
  Other: [Specify]
Part C – Replacement Requirement
	Is the role still required? (Yes/No)
	 

	Same designation and grade? (Yes / No – specify change)
	 

	Proposed CTC range (₹ per annum)
	 

	Changes to job description (if any)
	 

	Target Date of Joining
	 

	Preferred source: Internal / Referral / Job Portal / Agency
	 



Part D – Handover and Interim Cover
	Handover to (Name)
	 

	Handover status: Not started / In progress / Complete
	 

	Interim cover arrangement until replacement joins
	 



Part E – Approvals
	Role
	Name
	Approved (Y/N)
	Signature & Date

	Reporting Manager
	[Reporting Manager]
	 
	 

	Department Head
	[Name]
	 
	 

	HR Business Partner
	[HR Name]
	 
	 



Declaration: I confirm that the position continues to be required and request HR to initiate replacement hiring within the approved budget.

	______________________________
Requested by
[Reporting Manager]
[Designation]
Date: [Date]
	______________________________
Approved by
[Authorised Signatory]
Date: [Date]
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