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Complete this form to request authority to recruit a replacement, fill a new post or to request approval to grant a salary increase.  Send completed forms to the Managing Director by e mail..
	Vacancy Job Title
	

	Business unit :
	
	Location:
	
	Line Manager
	

	Type of Advertisement required :
	

	Is the vacancy a brand new post?
	
	Is vacancy within budget?
	

	If vacancy not a new post, who was previously in it?
	

	Date post becomes vacant
	     /     /                                           Agreed Start Date     /       /

	Justification for vacancy:

	Proposed employment type:
	Full time
	
	Part Time
	
	Secondment/Temp
	
	Flexible
	

	If vacancy to be filled by a secondment, or a temporary / fixed term appointment, or flexible work pattern, give details;


	Salary range Proposed (Local Currency) :   
	
	  Actual Agreed Gross annual salary is                                                           (Local Currency):
	


	The job description is attached and has been approved.
	Date of Review
	Have revisions been made?
	YES  /  NO (If yes, please provide details)


	External Advertising
	


	Other relevant info (e.g. psychometric assessment, relocation, advertising, recruitment costs)




	Proposal to Increase salary 

	Employee Name:  
	
	Job Title:
	
	Location: 
	

	Current Salary
(Gross Annual Value Local Currency)
	
	Proposed Salary:

(Gross Annual Salary Local Currency)
	
	Increase: 
	
	              %

	Justification for Increase:


	Prepared by:

Managing Director 
	
	Approved by: Group Director 
	
	Date
	

	
	Approved by: Financial Director
	
	Date
	


Once approved please forward a copy to the Director of Finance Operations.
