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	1.
	Position Overview 


	Requesting Manager Name: 
	Request Date: Click to enter a date.

	Phone Number: (###) ### - ####
	Agency: 

	Email: Click to enter text.
	Job Title: 

	Anticipated Start Date: Click here to enter a date.
	IT-ABC Project Number: Click to enter text.

	Business Unit: 01234
	Contract Name: Click to enter text.

	Department Code: 0123456789 
	Cost Center: Click to enter text.

	Est. Length of Assignment (Hrs):    X   Max Rate from Rate Card ($): $000.00 =  Max Exp. Cost $00000.00

	Is this Position a Backfill or New Procurement? Click to enter text.  Job Title Being Replaced: Click to enter text.


										
	2.
	Technologies and Duties

	Describe this position’s most important duties performed in the normal course of work.  Please describe each, in order of importance, and indicate the average percent of time devoted to each duty over the course of the year or contract period.

	Description of Duties (primary & secondary)
	% of Total Work Effort

	Ex. Development	##%

	Ex. Filing	##%

	Ex. Data Entry	##%

	Ex. Project Management	##%



	3.
	Business Justification

	Describe below in detail the business justification for this contractor hire. Include the criticality of work to be performed and the repercussions of not hiring. You must consider all possibilities of having these tasks re-assigned to other filled positions capable of performing the job duties. Whenever possible, indicate the importance of this position as it relates to OIR’s Strategic Plan. Attach additional sheets if necessary. If Standard work week will not be 37.5 hrs./wk., please justify below.

	Click here to enter justification 


	4.
	Internal Agency Approvals

	Signature: Click here to E-Sign___
	Signature: Click here to E-Sign___
	Signature: Click here to E-Sign___

	Title: Click to enter title__________
	Title: Click to enter title__________
	Title: Click to enter title__________

	Date: Click here to enter a date.
	Date: Click here to enter a date.
	Date: Click here to enter a date.

	Mandatory HR Approver
	Request Approver 2
	Request Approver 3



	5.
	Email Approved Form to:  

	TNMSP@KnowledgeServices.com



Questions? Contact your Knowledge Services MSP Team: TNMSP@KnowledgeServices.com
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