APPLICANT FILE CHECKLIST
(attach this form, or a variation, to each applicant’s file)

Applicant Name 



Application Materials
 Date Received
· Cover Letter



· Resume



· References



· Application



· Transcript(s):

□ Unofficial


□ Official/Certified


· Other _____________________________



Application Acknowledgment
     Date Sent

· Acknowledgment Letter



Enclosures:


□ Vacancy Notice




□ SPD



□ Application (if needed)




Application Screening
 Date Reviewed

· Initial Qualifications Screening



□ Qualified      □ Not Qualified
Application Screening:
   Date Reviewed
· (Committee Member)




· (Committee Member)





· (Committee Member)





· (Committee Member)





· (Committee Member)



                                                             

Phone Interview
 (optional)




Date

□ Recommend      □ Do Not Recommend


· Phone Interview Conducted



Reference Checks





Date

□ Recommend      □ Do Not Recommend



□ Reference Check  (Name) __________________________



□ Reference Check  (Name) __________________________



□ Reference Check  (Name) __________________________

                         

On-Campus Interview / Finalist
          Date 
□ Recommend      □ Do Not Recommend


· Selection Decision Report     

            






10/12/06

