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SEARCH/RECRUITMENT DOCUMENT LISTING 
THIS CERTIFICATION FORM IS TO BE COMPLETED AND SUBMITTED WITH THE SEARCH COMMITTEE RECORDS TO THE OFFICE OF AFFIRMATIVE ACTION, COMPLIANCE AND DIVERSITY, IN LANGUAGE HALL, ROOM 31.  PLEASE BE ADVISED THAT THE CAMPUS SEARCH CANNOT BE CERTIFIED WITHOUT THE FOLLOWING SEARCH DOCUMENTS.
Department:




_________________________         

JOB ID #:





_________________________
Position Name:




_________________________

Check the following in the provided records:
· Submission #1: 

Resume Evaluation Forms from each search 







committee member 
· Submission #2: 

Copies of the applicant/interviewee invitation 







notice(s)/letter(s)
· Submission #3:

Interview Rating/Evaluation Forms from 





each search committee member (per the 







number of applicants interviewed)
· Submission #4:

Completed Alternate Evaluation Forms from 






each Interviewee (If applicable only)

· Submission #5:

Classroom Evaluation/Demonstration Form 





from each committee member of the Search 





Committee (for faculty searches only)
· Submission #6:

Administrative Correspondence/Notes







(i.e., search committee emails, meeting 







records/agendas, etc.)
· Submission #7:

Copies of the candidate rejection 







notice(s)/letter(s) to interviewees

· Submission #8:

Reference Check Documentation 
Submitted By: _______________________ Chairperson, Search Committee






             (Please print)
Signature:  __________________________      Date: ___/___/_____
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