
HRMIS: CREATING CONTRACT RENEWALS-REQUEST 

 

Note: This is a one (1) page form. The required fields, highlighted & numbered in sequence, must be executed. 

 

 

 

  

Upload MEMO here 

Search Employee here 

Input today’s date. PSC will 

insert the Effective Date when 

the request is Approved by 

the Commission 

Search and add your name 

here, person creating this 

request. 

Select Contract Start & 

Contract Expiry Date here. 

Click Add to complete the task 
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