
Office of Human Resources: 
Special Advertising Request Form


· Your Special Advertising Request
If you would like to advertise a position in a publication not included in our normal advertising venues, please indicate here.  Human Resources can provide funding for approximately $500.00 for advertising of hard to fill positions.  If your advertising request exceeds that amount, we will contact you about your assistance with additional funds.  
· Instructions  

Please complete this online, fillable form by tabbing through the fields to complete, or using your mouse.  Once completed, save your document to your computer then add as an attachment to the appropriate link on the “Documents” tab of your PeopleAdmin posting.  

	Contact Information: 

	
	Name
	     

	
	Campus 
	 FORMDROPDOWN 


	
	Department
	     

	
	Phone
	     

	
	Title of Position requesting advertising for: 
	     

	Advertising Requests (please list in order of importance):r of importance):  

	1. 
	Publication name: 
	     

	
	Print or Online
	     

	
	Web address:
	     

	
	Cost of advertising: 
	     

	
	Length of advertising: 
	     

	
	Member Information (if reduced fee for members): 
	     

	
	
	

	2.
	Publication name: 
	     

	  
	Print or Online
	     

	
	Web address:
	     

	
	Cost of advertising: 
	     

	
	Length of advertising: 
	     

	
	Member Information (if reduced fee for members): 
	     

	
	
	

	3. 
	Publication name: 
	     

	
	Print or Online
	     

	  
	Web address:
	     

	
	Cost of advertising: 
	     

	
	Length of advertising: 
	     

	
	Member Information (if reduced fee for members): 
	     

	
	
	

	4.
	Publication name: 
	     

	
	Print or Online
	     

	
	Web address:
	     

	
	Cost of advertising: 
	     

	
	Length of advertising: 
	     

	
	Member Information (if reduced fee for members): 
	     

	
	
	

	5.
	Publication name: 
	     

	
	Print or Online
	     

	
	Web address:
	     

	
	Cost of advertising: 
	     

	
	Length of advertising: 
	     

	
	Member Information (if reduced fee for members): 
	     

	
	
	

	6. 
	Publication name: 
	     

	
	Print or Online
	     

	
	Web address:
	     

	
	Cost of advertising: 
	     

	
	Length of advertising: 
	     

	
	Member Information (if reduced fee for members): 
	     

	
	
	


This and other HR forms are also available on the 
District intranet by going to:

· www.losrios.edu
· Click on “Employees” in the top navigation bar (yellow)

· Select “Click Here to Enter” at the bottom to enter the District intranet

· Select “Human Resources”, then “Human Resources Forms” 
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