[image: UTEP logo]THE UNIVERSITY OF TEXAS AT EL PASO
Temporary Employee Requisition Form
Department Information
[bookmark: Text1][bookmark: Text2]Creator Name:	     	                             			Requisition Number:      
[bookmark: Text3][bookmark: Text4][bookmark: Text47][bookmark: Text48]Department:      	                                       		Account No.:   -    -    
[bookmark: Text6][bookmark: Text31][bookmark: Text32][bookmark: Check1][bookmark: Check2]Phone Number:  (   )    -    				State Funded:	Yes |_|	No |_|

Reporting Information (To whom and where the Temporary Employee will report)
[bookmark: Text7][bookmark: Text33][bookmark: Text34][bookmark: Text35][bookmark: Text10]Supervisor’s name:                		Phone Number: (   )   -            Room #:      
[bookmark: Text11]General directions to office: (300 character limit)


Position Information
[bookmark: Dropdown1]Title:          		Job Code:     
[bookmark: Text15][bookmark: Text29][bookmark: Text30][bookmark: Text16][bookmark: Text36][bookmark: Text37]Start Date:    /  /            			Projected End Date:    /  /    	
[bookmark: Text17]Hours per Week:                    
Quantity (total number of hours to be worked from start to projected ending date):        		
Unit Measure:  Hours	
Bill Rate (per Temporary service contact):                       	Total (Quantity x Bill Rate):                       
[bookmark: Check45][bookmark: Text18][bookmark: Text19]Work Hours: 	|_| Standard from        to       
[bookmark: Check3]	   	|_| Flexible from        to       
[bookmark: Check4][bookmark: Check5]Will the temporary employee be driving a UT vehicle (including Golf carts)?  |_| Yes  |_| No
Note: If yes, temporary employee must possess a valid driver’s license issued by the State where the applicant resides and must be insurable as defined in the UT System UTS157.

[bookmark: Check26][bookmark: Check27]Will the temporary employee need access to UT System, BIS, e-mail, etc.?  |_|Yes  |_| No
 If yes, please contact your HRS Representative for more details.	


Required Qualifications and Essential Functions (Pleas attach complete UTEP job description)
[bookmark: Text38]Required Qualifications (according to UTEP’s job description): (500 character limit)

[bookmark: Text21]Essential Functions: (500 character limit)
[bookmark: Check6][bookmark: Check7]Will this temporary employee have Supervisory responsibilities:  |_| Yes  |_| No   
[bookmark: Text39]If yes, please give details: (200 character limit)


Working Conditions: (Select all that apply)
[bookmark: Check12]	|_| Uniforms (furnished)	                                
[bookmark: Check14]	|_| Special Clothing:       
[bookmark: Check15]|_| Steel Toe Boots 	
[bookmark: Check31]|_| Tools:      
[bookmark: Check13]|_| Exposure to:      
Physical Tasks:       
[bookmark: Check21][bookmark: Text44]|_| Lifting up to    lbs. 

Selecting a Temporary Employee
[bookmark: Check36][bookmark: Check37]Do you want to interview the Temporary applicant before the assignment starts?  |_| Yes  |_| No
[bookmark: Check38][bookmark: Check39]Do you want to view resumes before the Agency sends the Temporary employee? |_| Yes  |_| No
[bookmark: Text49]Special Notes: (300 character limit)




HRS – OFFICIAL USE ONLY
Temporary Agency used: 						
Requisition received on: 			Temporary employee starting date: 		
Contracted Hourly Rate: 		       	CBC results received on: 		    	
[bookmark: Check43][bookmark: Check44]Employee hired for temporary position: |_| Yes   |_| No
Purchasing Representative: 						
Purchase Order: 				
HR Representative: 							
Approved by HRS:  |_| Yes   |_| No
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