REQUEST TO HIRE

Department/Administrative Office: Position Title:

Candidate Selected: Proposed Salary:

Beginning Date of Employment:

GENERAL INFORMATION
New Appointment Transfer Promotion Full Time Part Time
Annual Hours: 12 Month 10 Month 9 Month
Temporary Appointment — To begin and end
(date) (date)
Supporting Documentation Required: Reference Checks Evaluation Forms (Must attach and submit with this form)

APPROVAL SIGNATURES - Send this form with all resumes, references, evaluation forms and any other supporting documentation to Human Resources.

Signature: Signature:
Department Head Date Provost/Area VP Date
Signature:
Associate Vice President for Human Resources Date

TO BE COMPLETED BY HUMAN RESOURCES

Background checks completed: Secondary Education Verification Professional License Verification Motor Vehicle Report

Previous Employment Verification Present Employment Verification Testing Criminal Background



Evaluation

Please list the names of those serving on the interview team:

Name M/F | Race Key Qualifications: List the key qualifications for the position and indicate the degree to which each candidate
meets each essential qualification. (Example: Meets, Exceeds, Does not meet, as strong as needed).
1. 2. 3. 4.
List all candidates interviewed for the
position.
Race Codes: W=White B=Black H=Hispanic A or PI=Asian or Pacific Islander Al or AN= American Indian/Alaskan Native




