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MANPOWER REQUISITION FORM
	
	Replacement

	
	
	Additional

	
	
	Temporary


     		

	Date of Submission
	
	Work Location
	
	PHNSA
	
	PHNSA2

	Division
	
	(Please tick (√) where applicable)
	
	PHNFIF
	
	PHNPKN

	Department 
	
	
	
	PHNTGM
	
	PHNPGH

	Section
	
	Workstation Availability
	
	PHNBB
	
	DHMSB

	Designation
	
	Yes
	No
	
	PHN RASA
	
	Others 

	Reporting To
	
	Employment Type
	
	Permanent
	
	Contract

	No Requested
	
	Manpower Plan
	
	Budgeted
	
	Unbudgeted

	Current Headcount 
vs 
Approved Requirement
	_____  / _____
	Approved AMP
	

	1) Key Requirements (eg: Education, Language proficiency & Level of computer skills)


	2) Key Responsibilities (Job Description must be attached with this application



	3) Reason of Requisition (Please tick (√) where applicable)                       

	Replacement (please provide copy of resignation details for replacement hiring)

a) Incumbent Name   :  
b) Last Working Day :


	
Additional (Please provide justification for additional manpower request)

	Production Volume Increase (Item)
	:

	New Project
	:

	Machine Faulty
	:

	Other
	:




	Requested by:





Head  Section/Department
	Recommended by: 





Head 
Division
	Reviewed by:





Head 
Talent Acquisition

	Verified by:




Head 
Human Capital & ESG/ Culture & Talent Management 
	Approved by:





Chief Executive Officer

	Date:
	Date:
	Date:
	Date:
	Date:



	Documents to attach:
	
	
	Approved 

	1. Job description
	
	
	KIV

	2. Approved department organization chart
	
	
	Rejected 

	3. Copy of resignation letter/transfer for replacement
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