MEMO TO:
Human Resource Service
FROM:

____________________________________________, Agency Personnel Representative

SUBJECT:
Vacant Position



PIN





Date Vacated



Classification




Previous Incumbent



Appropriation Code





We request the following assistance from Human Resource Service in our efforts to fill the 

subject vacancy:

______ We plan to recruit for this position on an □open □basis, i.e. we will consider any 

             interested and eligible candidate.  Please send us the current Certification of Eligibles            

             list if applicable for this classification.
______ We do not plan to recruit for this position on an open basis.  The following interested     

             and eligible candidates will be considered.  Please send us the current Certification of  

             Eligibles list if applicable for this classification.

______ Reinstatement candidates
_______ Promotional candidates – Please specify:








  DNR employees only


_____








  Agency (Unit) employees only

_____


______ Transfer/horizontal change candidates

                          DNR employees only


Angency employees only


Other (please specify):

______ We wish to re-use structured interview questions that the Office of Fair Practices or  

 Human Resource Service has previously approved for this same job function.  Attached  

 is a copy of these questions.
______ We do not wish to re-use previously approved interview questions.  Attached is a  

              completed structured interview report form.

Your Interview Panel must be listed here before any recruitment can begin.

Interview Panel Members


Title


          
Race         Gender
This position will not be announced until authorized by the Office of Fair Practices and Human Resource Service.
AUTHORIZATION:

___________________________________________


__________________________
Office of Fair Practices






Date
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