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OFFICE OF PRIME RESPONSIBILITY

Any questions or suggestions regarding this policy should be directed to the Human Resources Department.

1.
PURPOSE

The purpose of this policy is to establish the procedure for requisitioning personnel and to ensure proper control and adequate definition of staffing requirements.

2.
SCOPE

These procedures will apply to full time and part time personnel.

3.
DEFINITION
A Personnel Requisition Form is an authorization/approval vehicle for a Program Manager to hire a new employee.

4.
PROCEDURE

Whenever an Advanced Sciences and Technologies, LLC (AS&T) activity requires a 
           new employee:

4.1  Personnel Requisition form (attached) will be completed and approved by the   responsible department management as indicated by the chart below:
	Offer
	Originator/
Immediate Supervisor
	Program

Manager
	Sr. Exec
VP/COO
	Human
Resources
	President/
Ceo

	Indirect

Labor

(all offers)
	X
	X
	X
	X
	X

	Direct Labor

(0 - $60,000)
	X


	X
	X
	X
	

	Direct Labor (over $60,000)
	X
	X
	X
	X
	X


4.2 The completed requisition, properly approved, will then be forwarded to the Human Resources Department for action.

5.
THE HUMAN RESOURCES DEPARTMENT WILL:
5.1 Check for eligible candidates within the Company.

5.2 Check with state, minority, handicapped, etc… employment services for eligible candidates.

5.3 Check for referrals from employees.

5.4 Advertise in the newspaper if all the above options are exhausted.

5.5 If using newspaper advertisements, a purchase requisition must be completed and approved prior to placing the ad.

5.6 When resumes are received they are date stamped, recorded in the Human Resources Department and forwarded to the Interviewing Manager.

5.7 The Interviewing Manager will review the resumes and determine which candidates to request for interview.

6. WHEN A CANDIDATE IS IDENTIFIED THE HUMAN RESOURCES DEPARTMENT WILL:

6.1 Arrange for an interview with the requesting manager.

6.2 Obtain a hire, no hire decision from the requesting manager.

6.3 Record the appropriate information on the Personnel Requisition.

6.4 Place the Personnel Requisition in the Personnel file.

6.5 The hiring manager will send all the pertinent information on the job offer to the Human Resources Department so an offer letter can be generated.

6.6 The offer letter will be generated to meet each new hire’s applicable job situation.

6.7 The offer letter will then be sent to the applicant and upon acceptance of the job, the offer letter will be placed in the applicant’s personnel file.

7.
CONFLICTS
Any conflicts arising from the conditions of this policy will be resolved by the AS&T’s Director of Human Resources, the AS&T’s parties involved, and the appropriate next higher level of management.

The following form is incorporated into this policy by reference and can be found in the forms section:

· Personnel Requisition
2009

Revised 3/1/06


