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MANPOWER REQUISITION FORM (MRF)
· MRF should be raised by respective hiring manager.

· MRF must be completed for new hires, additional and replacement.

· 1 MRF to be raised for any one position.
1. Company/Department
:  ____________________________________________________________

2. Hiring Position

:  ____________________________________________________________

3. Type of manpower required :      ( Permanent

 

( 1-year Contract Position

( 2-year Contract Position

( Temporary (absence cover)
( Temporary (Intern) 

4. Reporting to

:  ____________________________________________________________ 
   (Name & Designation)
5. Date/ Period Required
:  __________________________

6. Reason for Recruitment 

(  Replacement 
Name of employee to replace 
:  _____________________________________________________

Employee’s joined date

:  ____________  Employee’s last day of service
:  ______________

(  Additional/ New 

Please state reason for additional headcount / new position.
________________________________________________________________________________
________________________________________________________________________________

7. Job Description/ Requirement 

Please fill up job description form (SD-ISO-YCH-SIN-HQ-HRD-005 Rev 01) for position to hire, and submit it with the MRF.
8. Is the position required included in the annual manpower planning & forecast?     ( Yes       ( No

APPROVALS

· Approval must come from Head of Department and Country Head for positions up to Senior Manager level in the countries.

· Additional approval from Head of Group HR is required for General Managers and above in the countries.

· Region Head/Head of Entity’s approval is required for recruitment of new Head of Department & above.
· For Unbudgeted Headcounts in countries, Country Head and Region Head/Head of Entity will review and approve requirement for recruitment of up to Manager Level.

· For Unbudgeted Headcounts in countries, Country Head, Region Head and Head of Group HR will review and approve requirement for recruitment of Senior Manager Level and above.

· For Corporate, Executive Director’s and Head of Group HR will review and approve requirement for recruitment for all levels.

	
	Name & Designation
	Signature
	Date

	Requested by

(Hiring Manager)
	
	
	

	Endorsed by HOD
(not required if HOD is the Hiring Manager)
	
	
	

	Reviewed by Country HR
	
	
	

	Approved by Country Head
	
	
	

	Reviewed by Head, Group HR
	
	
	

	Reviewed and approved by Region Head / Head of Entity / ED
	
	
	


FOR HR’S USE
· This section must be completed for audit purposes.
· Please ensure position job description is attached for each MRF processed.
1. Date received MRF : 
_________________________________________________________
2. Name of staff recruited:
_________________________________________________________

3. Date joined :

_________________________________________________________
4. Source of recruitment (please state info for options with blanks) :

( Recruitment Website ____________________
( Recruitment Agency ___________________

( Referral _______________________________
( Social media
 _________________________

( Newspaper 
    ( Unsolicited/ Walk-in
( Others ______________________________
Form No.: SD-ISO-YCH-SIN-HQ-HRD-001
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