APPOINTMENT PROPOSAL FORM

IMPORTANT: An offer of Employment may not to be extended to the candidate of choice until HR has informed the search chair that all signatures have been obtained on this form. Thank you.

This form is required for all full‑time academic, administrative or classified appointments of any duration or nature.  Please provide the following information relative to this proposed appointment. If the proposed appointment is not the result of open external recruitment, please explain the circumstances on the back side of this form.  When completed, this form should be sent to the Director of Human Resources.

Recommended Appointee:  

Proposed Salary:  

Title: 

Department:  

List the three most important criteria used by the Screening Committee to evaluate applicants for this position:

(1) 
___________________ (2) _________________
 (3) 
______________________

Summarize the reasons that this candidate is being recommended above all others.

How many applications were reviewed and considered by the search committee?


How many were interviewed?


Please attach the following:

1. A list of questions used by the search committee when interviewing each candidate.

2. A list of the names of finalists and the dates interviewed.

3. A one-page summary indicating the results of the reference checks.

4. Original resume and application form of the proposed hire.

Submitted by:  

   Date:  


Approved by Dean or

Vice President:


Date:  

Approved by Director of 

Human Resources:


Date:  


Approved by the Controller/

V. P. for Financial Affairs/


Date:  


