
Search procedures and affirmative action requirements can be found at http://www.fps.cmich.edu/documents/Search Process.pdf.  Authorization must be received from the Dean and Faculty Personnel Services prior to conducting interviews and/or offering the position.
	Department:
     

	 Job Number:  F-     




	College:
     

	Position Control Number:       
(only if Regular Faculty)

	Status of Position:
 FORMCHECKBOX 
 Regular
 FORMCHECKBOX 
 Temporary

	

	Reason for Vacancy:
 FORMCHECKBOX 
 New        
 FORMCHECKBOX 
 Replacement of:       

	Proposed Starting Date:
     

	End Date (if temporary faculty):       



List Names of Recruitment Contacts (e.g., Publications, Universities, Associations and Individuals - Note which are affirmative action contacts.)



	Contact
	A.A.
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VACANCY ANNOUNCEMENT - Attach approved posting. 
     

List all applicants. Indicate the assigned applicant number from the mailed affirmative action self identification card.  Refer to job card on the AA website.  Send all applicants’ files with this form.
Job Number:       
	Name of Candidate
	AA ID#
	Meets Req’d
	Highest Degree
	Withdrew
	Reason for Rejection or Possible Further Consideration
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List top candidates and discuss specifically how each meets the criteria indicated on the job posting.  Both objective and subjective considerations should be discussed.  The discussion should adequately describe relevant factors considered by the committee and/or the department chairperson.

	









Job Number:       
     


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

Search Committee Chair (or Department Chair)



	Reviewed and Approved:
______________________________    ______________     _____________________________   ________________

Dean                                                        Date                        Affirmative Action Reviewer                 Date



Describe reasons for recommending the final candidate.  List one reason why each remaining candidate interviewed was not the best qualified. 

	     
                                                                                                          Job Number:       


	









	RECOMMENDED CANDIDATE (# 1):       


	Proposed Rank:
       

	Proposed Salary Range:
       

	

	RECOMMENDED CANDIDATE (#2):       


	Proposed Rank:
       

	Proposed Salary Range:
       

	

	

	Recommended by:  _________________________________________________
    Date: ________________

Department Chairperson/Director

Approved by: ______________________________________________________     Date: ________________





Dean/Senior Officer



Approved Rank: ________________________  Approved Salary Range:  ____________    Effective Date: ____________

Approved By:___________________________________________________________    Date:____________________

                                                         Faculty Personnel Services
Form Revised:  February 4, 2009
FACULTY APPOINTMENT ACTIVITY RECORD





LOG OF APPLICANTS





DISCUSSION (Prior to Interviews)





FOLLOWING INTERVIEWS








