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Step 1

Hiring Manager 
(HM) refer to "How 
to Fill Temporary 

Staffing Needs" for 
guidance on 

internal or external 
temp needs.

Step 2

For staffing needs 
to be filled through 

the use of 
outsourcing, HM 
should refer to 

"Temporary Staffing 
Option 

Process/Steps" and 
confirms funding. 

Step 3

HM completes 
vendor request form 

and sends to 
primary vendor. 

Step 4

Vendor will contact 
HM to discuss 

specifics.  HM may 
review resumes 

and make 
selection or may 
request vendor 
submit resumes 
for interviews.

Step 5 

If appropriate, HM 
schedules and 

conducts 
interview(s) with 
temps submitted 

by vendor

Step 6

HM selects 
candidate, notifies 

vendor and 
initiates requisition 

through the 
procurement 

website. 

Step 7

Procurement 
Office will provide 

a requisition 
number and 

purchase order.

Step 8

Vendor conducts 
appropriate 
background 

checks.

Step 9

Once all 
processing has 

been completed, 
HM may contact 

vendor to 
determine start 

date.

Step 10

HM completes the 
Contractor 

Personal Data 
Form and sends to 
HRSTM Records.

Step 11

HM is responsible 
for completing 

vendor timesheet 
and any follow-up 

issues. 


