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[bookmark: Text2]Date:	     
To:	Amy Nostrand
[bookmark: Text3]From:	     
[bookmark: Text6][bookmark: Text7]Business Unit:       	Department:       	
[bookmark: Text4][bookmark: Text5]Hiring Manager:       	HR Consultant:       
[bookmark: Text8]Estimated Duration:        	Using Harvard Preferred Vendor Spherion:  Yes   No
Estimated Cost:       	If not using preferred vendor, why not?       
Budgeted:  Yes   No

Rationale for Temporary Support
Backfill for Vacancy
Position Title:       	|_| Full-time    	     |_| Part-time
Position Grade:       	
Position approved:  Yes   No	|_| New Position    |_| Replacement
	
Please describe the work the temporary employee will perform.       





[bookmark: Text11]Please state why there is a critical need for this position to be filled.  How is the work getting accomplished now?        





[bookmark: Text14]What is the transition plan beyond the temporary support arrangement?       




Local Approval Signatures

Finance/Budget (local):	Date: 	
Business Unit Vice President:	Date: 	

Office of Executive Vice President Approval
Date:       
|_| Approved	|_| Not Approved	|_| Need More Information
Signature:	Date: 	
	Amy Nostrand, Assistant Vice President for Finance and Administration
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