August 1, 2006
TO:
Appointing Authority, Department Head and/or Vice Chancellor

FR:
Search Committee Chair


Search Committee Description

RE:
Request for Interview Pool Approval


Requisition number: 



The above named search committee would like to request interview pool approval for this search.  Each of these candidates meets the required minimum qualifications of the position as directed in the position requisition, listed on the U of M employment site at: https://employment.umn.edu .  
The committee understands that this form must be submitted to the Human Resources Office for UMM campus approval prior to doing any telephone or other interviews.  Please attach a list of reasons for non-selection of all candidates.

The following candidates are recommended for interview:

The search committee has reviewed the composition of the interview pool.  




The suggested interview pool DOES reflect the EOAA availability data.



The suggested interview pool DOES NOT reflect the EOAA availability data for the following reasons: 




.
Please direct questions about the proposed interview pool to:


When approval is received, please notify: 
 
When a final candidate is selected and proposed for hire, that recommendation will be submitted using the internal memo, included below: “RE: Request for Authorization to Hire”, to the Human Resource Office for UMM campus approval prior to making an offer of employment. 
Approvals:

Hiring Authority:
 
Date:

Dean/Vice Chancellor:
 
Date:


HR/Equal Opportunity Liaison:
 
Date:


August 1, 2006
TO:
Appointing Authority, Department Head and/or Vice Chancellor

FR:
Hiring Authority


Search Committee Description

RE:
Request for Authorization to Hire


Requisition number: 



The following candidate is being recommended for hire for the above named search.  This candidate meets the required qualifications of the position as directed in the position requisition, listed on the U of M employment site at: https://employment.umn.edu .  

The following candidate is recommended for hire:



Title:


Salary:

Start date:



Attached is a statement of the candidate’s commitment, and previous experience, supporting a diverse community.  The Hiring Authority understands that this form must be completed and submitted to the Human Resources Office for UMM campus approval prior to making a final offer to the candidate.  
Please direct questions about the proposed hire to:


When approval is received, please notify: 
 
When this recommendation is approved the Hiring Authority will complete the internal UMM Appointment Form and submit to their Dean/Vice Chancellor for routing and completion of the hiring process.  For full-time appointments, an offer letter will be prepared for the candidate by the Chancellor’s Office.  For part-time appointments, an offer letter will be prepared by the Department.

Thank you.

Approvals:

Hiring Authority:
 
Date:


Dean/Vice Chancellor:
 
Date:


HR/Equal Opportunity Liaison:
 
Date:


