	Revised 05/2011
	

	
	Position ID:
	     


Unclassified Staff 

RECRUITMENT SIGNOFF SHEET

(See Search and Screen Handbook for guidelines on process)

	Step 1 
	REQUEST FOR SEARCH

	
	

	Department/Unit:
	     

	Position:
	     
	FTE (% of Full time) :
	     

	Replace:
	     
	Date of First Applicant Review: 
	     
	Starting 
Date:
	     

	Search Chair:
	     
	Phone:
	             
	Email:
	     

	Search Contact:
	
	Phone:
	     
	Email:
	     

	Type of Search:
	 FORMCHECKBOX 
National
	 FORMCHECKBOX 
Regional
	        FORMCHECKBOX 
Emergency
	

	Type of Appointment:
	 FORMCHECKBOX 
Faculty-Tenure Track
	 FORMCHECKBOX 
Academic Staff-Fixed Term
	 FORMCHECKBOX 
Limited
	 FORMCHECKBOX 
Faculty-Tenure

	
	
	
	

	Dept. Chr/ Director Recommendation:
	     
	Date:
	     

	Comments:
	

	
	
	

	Dean/Div Head

Recommendation:
	
	Date:
	

	Comments:
	

	
	
	


	Step 2
	APPROVAL TO CONDUCT SEARCH

	
	
	
	

	Budget  Review:
	
	Date:
	

	Comments:
	

	
	

	Provost Approval:
	
	Date:
	

	Comments:
	

	
	


	Step 3
	APPROVAL OF SEARCH PLAN (Advertisement, Committee Composition, Recruitment, Review Process, etc.)

	
	
	
	

	AA Officer 

Approval:
	
	Date:
	

	Comments:
	

	
	
	

	
	


	Step 4
	APPROVAL TO INTERVIEW FINALISTS

	List of Finalists

(alphabetized)
	

	
	

	Director/Dept. Chr Recommendation:
	
	Date:
	

	Comments:
	
	
	

	Dean Recommendation: 

 (If applicable)
	
	Date:
	

	Comments:
	

	Division Head

Recommendation: 

(If .5 fte and over)
	
	Date:
	

	Comments:
	

	AA Officer

Approval: 

(If .5 fte and over)
	
	Date:
	

	Comments:
	

	HR Director

Approval: 

(If .5 fte and over)
	
	Date:
	

	Comments:
	

	
	
	


	 Step 5 
	APPROVAL OF RECOMMENDED APPLICANT(S) (attach strengths/weaknesses of each)

	Name(s) of Recommended Applicant(s):
	

	Committee/Dept./Dean consensus?
	   FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No   
	Date:
	

	
	
	
	

	Director/Dept. Chr Recommendation:
	
	Date:
	

	Comments:
	

	Dean Recommendation: 

(if applicable)
	
	Date:
	

	Comments:
	
	
	

	Division Head

Recommendation:
	
	Date:
	

	Comments:
	

	Provost

Recommendation:
	
	Date:
	

	Comments:
	

	
	
	


