 

Title of Vacant Position:
     
College / Division:
     
Reason for Vacancy:
 FORMCHECKBOX 

New
 FORMCHECKBOX 

Replacement of
     

List Recruitment Resources: (e.g., Publications, Websites, Listservs, Associations, and Personal Contacts - Note which resources strongly emphasize recruitment of affirmative action candidates.)


	Resource:
	A.A.
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	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 




VACANCY ANNOUNCEMENT AND DESCRIPTION:  Describe the duties, qualifications, & responsibilities of the position.  List all qualifications required and desired of applicants:  e.g., degree, type of experience, publication record.  In lieu of listing the qualifications of the position, a copy of the approved job posting may be attached.

     

	Name of Applicant
	AA ID#
	Meets Req’d
	Highest Degree
	Withdrew
	Reasons for Rejection or Further Consideration
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	 FORMCHECKBOX 
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	 FORMCHECKBOX 
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The AA ID # is the assigned applicant number from the mailed or electronically submitted affirmative action self identification card.  
For Affirmative Action purposes, good faith efforts should be made to recruit applicants who are:  Black or African American, Hispanic or Latino, American Indian, Alaskan Native, Asian, Native Hawaiian, Pacific Islander, Female, Persons with Disabilities, and Protected Veterans.  Contact the Affirmative Action Office for additional information regarding the definitions of protected classes and the good faith obligations required of search committees.  

     

I affirm that this search has been conducted with good faith efforts to recruit a diverse applicant pool pursuant to CMU Affirmative Action Guidelines.

Search Committee Chair                               Date


Position Supervisor


Date



Reviewed and Approved:

Affirmative Action Officer

Date

     

RECOMMENDED CANDIDATE:       





Proposed Starting Date:
         
Proposed Salary Range:
       
Recommended by:









Date: 







Position Supervisor
Approved by:










Date: 







Provost / Vice President

Approved by:  










Date:

Affirmative Action Officer

Approved by:










Date:





President
SENIOR OFFICER APPOINTMENT ACTIVITY RECORD





Authorization must be received from the Affirmative Action Office prior to conducting interviews and prior to offering the position.





LOG OF APPLICANTS


List all applicants.  Send all application materials with this form for approval.





DISCUSSION


List the top candidates that you would like to interview and discuss their relative strengths and weaknesses in regard to the required and desired qualifications indicated in the vacancy announcement.  This section should extensively describe all factors considered by the committee or appointing officer.





FOLLOWING INTERVIEWS


Compare and contrast the top candidates.  Describe in detail the reasons for recommending the final candidate.








