
SCREENING SUMMARY REPORT

(CLASSIFIED POSITIONS)
This form is to be completed by the Hiring Official. Please see the Finalist Approval Form – Classified for complete instructions.
Initial review:  Complete columns 1, 2, 3 through 5, and 7 for all applicants.
Final approval:  Fill in columns 6 and 7 (for all candidates with a check mark in columns 4 or 5). Additions in column 7 should be in BOLD type.
CANDIDATES FOR (DEPARTMENT/POSITION):  _________________________________________________________________

COMPLETED BY: ______________________________ PHONE #: __________________________ DATE: ____________________
	1
	2
	3
	4
	5
	6
	7

	Candidate Name
	Meets Preferred Qualifications  YES or NO  (Hiring Official)
	Not Selected 
for Interview  - complete section 7 (Hiring Official)
	May be Selected for Interview 
if others unavailable - complete section 7  (Hiring Official)
	Selected for Interview  - complete section 7 (Hiring Official)
	Forwarded as Successful Candidate to Human Resources (yes or no)

(Hiring Official)
	Justification (specify specific  job-related reasons for decision – refer specifically to the Knowledge, Skills, and Abilities section of the position description)

Acceptable response:  Candidate doesn’t hold a Bachelors degree in Accounting; doesn’t have at least 3 years related experience. 

or 

Candidate has a Bachelors degree in Accounting and 3 years directly-related office experience working at a CPA firm.

Unacceptable response: Candidate is not qualified; doesn’t meet minimum qualifications. 

or 

Candidate is more qualified than others. 
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