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	STEP 1: 
Complete a separate request for each position advertised and submit your request to OHR/Employment & Staffing (E&S) 
no later than noon on Wednesday for advertisements to appear that weekend.  

	Email this completed portion of your request to your assigned OHR Employment Consultant.  An E&S representative will return rate quotes to you so that you may complete the remainder of this form.  All fields must be completed. *Required fields must appear in any external SHRA position advertisement per OSHR policy.

	*Position Title:
	     
	*Position #:
	     

	Department Name:
	     
	*Dept #:
	     

	Department Contact:
	     
	Phone #:
	     

	Department P-Card:
	#:                                    Exp.        /        CVV:      
Name on card:                                                        
Address:                                                                                                  
	Fax #:
	     

	Hiring Range:       
	SHRA  FORMCHECKBOX 
  EHRA  FORMCHECKBOX 

	Desired Ad Date(s):
	     

	Media Outlets to Contact for Price Quotes:
	Media Outlets to Contact for Price Quotes:

	 FORMCHECKBOX 
  The News & Observer 
	 FORMCHECKBOX 

	Monster.com

	 FORMCHECKBOX 
  The Herald Sun/Chapel Hill Herald
	 FORMCHECKBOX 

	Careerbuilder.com

	 FORMCHECKBOX 
  Burlington Times News
	 FORMCHECKBOX 

	Other:      

	 FORMCHECKBOX 
  Greensboro News/Record
	 FORMCHECKBOX 

	Other:      

	 FORMCHECKBOX 
  Charlotte Observer
	 FORMCHECKBOX 

	Other:      

	Proposed Advertisement Text (field expands or you may attach a separate document for longer ads):

	     


	* * * * * * Required Advertisement Text * * * * * * 
“To apply for this position, please visit our website: www.jobs.unc.edu.  Please reference Position # _______ and Department _______ when applying. The University of North Carolina at Chapel Hill is an equal opportunity employer that welcomes all, including protected veterans and individuals with disabilities.”
	Additional Instructions:

     

	STEP 2:
Review rate quote(s) for each media outlet below, then accept or decline advertisement placement.

	To be completed by OHR/E&S only
	To be completed by the department

	Received: 
	     
	Quote Confirmed by:
	     
	

	Media Outlet/Notes
	Ad Type
	Rate Quote
	Accept Quote?
	Additional Comments

	     
	Line Ad:
	
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	     

	
	Display Ad:
	
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	

	     
	Line Ad:
	
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	     

	
	Display Ad:
	
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	

	     
	Line Ad:
	
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	     

	
	Display Ad:
	
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	

	     

	Line Ad:
	
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	     

	
	Display Ad:
	
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	

	STEP 3:
Your signature below indicates your department’s approval to place the requested advertisement(s) and sufficient funds are available in the department account provided.  Your signature below indicates that you have received approval from the Equal Opportunity and Compliance Office for EHRA ads prior to ad placement, if applicable.  Ads will not be placed without this completed and signed form.  Email the form to your assigned OHR/E&S Employment Consultant.

	

	     
	
	

	Print Name of Authorized Department Contact
	
	     

	Signature of Authorized Department Contact
	
	Date
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