	State Active Duty

Employee Procurement Request

	1.
	Division / Activity:
	     

	

	2.
	Branch / Section:
	     

	

	3.
	Position To Be Filled:
	     

	

	4.
	Vice:
	

	

	5.
	Effective Date of Vacancy:
	     

	

	6.
	Action Required:

	
	 FORMCHECKBOX 

	Publish vacancy announcement and provide application

	
	 FORMCHECKBOX 

	Obtain list of eligible from State Personnel Board

	
	 FORMCHECKBOX 

	Appoint       who is eligible for reinstatement

	
	 FORMCHECKBOX 

	Other (Explain):  
	     

	7.
	Requesting Official:
	
	Date:
	     

	

	8.
	Division/Activity Approval:
	
	Date:
	     

	

	9.
	Position Verification:
	
	Date:
	     

	
	
	State Personnel Office Representative
	
	

	10.
	Funds Verified:
	
	Date:
	     

	
	
	Military Department Comptroller Representative
	
	

	11.
	Approved:
	
	Date:
	     

	
	
	The Adjutant General or Representative
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