
	XYZ COMPANY
 RECRUITMENT PROPOSAL FORM
Form no: __________                                                                                                     Date:___/___20___

1. INFORMATION OF THE PROPOSING DEPARTMENT
· Department name: ___________________________
· Proposal submitted by: ___________________________
· Position: ________________________________

2. POSITION TO BE RECRUITED
· Position (Title): ______________________
· Quantity: ________________________________
· Contract type (Full-time, Part-time, Temporary, etc.): __________________

3. REASON FOR RECRUITMENT
      (Choose one or specify if there are multiple reasons)
      [ ] Replacement of staff (previous employee left)
      [ ] Expansion, scaling up operations
      [ ] New project requirements/New tasks
      [ ] Other: _______________________________________________________

4. EXPECTED SALARY AND BENEFITS
· Salary (PHP/month): ____________________
· Allowance/Bonus (if applicable): ___________________
· Recruitment budget (maximum): ______________

5. EXPERIENCE, SKILLS, AND QUALIFICATIONS REQUIREMENTS
· Education/Major: __________________________________
· Experience: ___________________________________________________
· Special skills, certifications: ______________________________________
· Foreign languages (if required): _____________________________________________

6. REQUIRED TIMEFRAME FOR STAFFING
· Desired start date: ___/___/20___
· Estimated recruitment completion date: ___/___/20___

7. APPROVAL COMMENTS
· Department head/Proposer (Signature, full name): ______________________
 Date of signature: ___/___/20___
· HR department review (Signature, full name): ________________________
 Date of signature: ___/___/20___
· Board of Directors/CEO Approval (Signature, full name, and seal):
              Date of signature: ___/___/20___
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