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RECRUITMENT PLAN ADMINISTRATORS, ACADEMIC PROFESSIONALS, AND FACULTY POSITIONS 
 
DEPARTMENT:       POSITION TITLE:       
VACANCY NUMBER:       DATE:       
 THIS PLAN COMPLETED BY:        
 
INSTRUCTIONS:  Each section of the recruitment plan must be completed here or submitted to Affirmative Action within 30 
days.  The period for advertising may not begin until the Provost approves the position requisition and will remain open until 
filled (for faculty positions) or may have a posting period of at least 30 days (for academic professionals).  Human Resources 
will coordinate all advertising.  Faculty search committees are responsible for creating all newspaper ads and other 
advertising for faculty positions.  Please complete the below information and attach to the Requisition Form (form A). 
 
Dept. Chair/ Director:        Committee Chair:       
Phone:        Phone:       
E-Mail:        E-Mail:       
Box #:        Box #:       
Screening Committee Members: 
                  
                  
                  
 
APPLICATION MATERIALS: 

 Return materials directly to the department after search is 
completed. 

 Submit materials directly to the department 

 Call department for pick-up of materials.   
 
ADVERTISING:  

Publications, journals, newspapers, web job sites, or other formal postings to be used to solicit applicants (must include 
contacts for minorities and women): 

Name:        Date:       
             
             
             
             
             
             
             

 
Mail, telephone, fax, e-mail, or word of mouth contacts to be made with the following institutions or organizations to solicit 

applicants (must include contacts for minorities and women): 
Name:        Address:       
             
             
             
             
             
             

 
Mail, telephone, fax, e-mail, or word of mouth contacts to be made with the following individuals to invite their applications: 

Name/Title:        Address:       
             
             
             
             
             
 


