Personnel Requisition Best Practices – Requestor/Budget Manager
1. Requestors (Supervisors or Budget
Managers) must complete a
Personnel Requisition (PR) for all
employees, whether salaried or
hourly.
2. Select employee type (Certificated,
Classified, or Coach) and position
type (Monthly or Hourly). Contact
HR for assistance in determining if
the position is Permanent,
Probationary, Provisional, Limited
Terms or Transfer.
3. Be sure to include Position Title,
Work Site, FTE or Total Hours, and
Requested Start/End Dates, and
Reason for Request. For more
assistance on completing PRs,
consult the HR Personnel Requisition
Quick Training.
4. In the Comments section, provide
program or duty details, i.e.
afterschool intervention and NTE
(not-to-exceed) hours, i.e. 5
hrs/week or 100 total.
5. Do not submit PRs without
entering the budget code that will be
used to pay for the requested
employee. Contact the budget analyst (of your funding resource) for assistance.
6. If the work is to be completed by more than one person, you may attach a list.
7. Sign PR as Requestor, date, and forward to the District Office department which
administers the budget. The Budget Manager forwards to Human Resources.
8. Keep a copy for your records. For convenience, make labels pre-printed with budget
codes.
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1. Supervisor checks Employee-completed
Section I for accuracy, paying particular
attention to hours worked.
2. Budget Manager assigns the account code
(which should match the code from the PR).
3. To eliminate manual entry, use pre-printed
budget code labels. Be sure to use the correct
one!
4. Last but not least, don’t forget to sign and
date.
5. Forward approved time sheets to the
appropriate Budget Manager (BSEP, State &
Federal, or Special Ed) for signature if necessary.
If you are the final budget authority, forward to

	
  

