
REQUEST TO HIRE 
AFFIRMATIVE ACTION SUMMARY OF RECRUITMENT ACTIVITIES 

 
 
JOB TITLE: _______________________________________________  POSTING Title: ________________________________________________________ 
 
DEPARTMENT: __________________________________________________________________________________________________________________ 
 
SUPERVISOR/CONTACT PERSON: ___________________________________________ PHONE #: _____________E-MAIL ADDRESS:______________  
 
SELECTED CANDIDATE: ____________________________________SALARY TO BE OFFERED: $_______________ HOURLY/ANNUAL___________   
 
DESIRED START DATE:_________________________________ 
 
SUMMARY OF ALL APPLICANTS: 
 
TOTAL # OF APPLICATIONS/RESUMES RECEIVED: ____________________ # QUALIFIED ___________________ # INTERVIEWED ____________________   
 

SUMMARY OF APPLICANTS INTERVIEWED: 
(PLEASE SEE ATTACHED LIST FOR ETHNIC CODES) 

1. Rated Most Qualified by Search committee 2. Rated Second Most Qualified by Search Committee 3. Lacks preferred Quals. 4. Insufficient Experience 
5.  Lacks Interpersonal Skills  6. No Show for Interview 7. Declined Interview  8. Negative Reference 9. Declined Offer 10. Other-(please detail) 

NAME OF APPLICANT GENDER ETHNIC 
GROUP 

HIGHEST LEVEL 
OF EDUCATION/ 

DEGREE 
COMPLETED 

MONTHS/YEARS 
OF RELATED 
EXPERIENCE 

JUSTIFICATION FOR HIRE OR NON-HIRE 

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

Department Authorization Signature:_____________________________________________  Date: _______________________________________________ 
 
Human Resource Approval/Signature:__________________________________________________Date:___________________________________________ 
 

PLEASE COMPLETE PAGE 2 
 
 



 
SUMMARY OF APPLICANTS NOT INTERVIEWED 

(PLEASE SEE ETHNIC CODES BELOW) 
Reasons for Non-Select:  1. Lacking Minimum Qualification   2. Lacks Required Experience  3. Less Qualified than Candidates Seleted for Interview   
                                          4.  Withdrew Application   5. Other (please detail) 

NAME OF APPLICANT GENDER ETHNIC 
GROUP 

HIGHEST LEVEL OF 
EDUCATION/ 

DEGREE 
COMPLETED 

AMOUNT OF RELATED 
EXPERIENCE 

JUSTIFICATION FOR NON - INTERVIEW 

      

      

      

      

      

      

      

      

      

      

      

                                             
The hiring unit must use the following federally defined ethnic codes in completing this document 

Code 1 Code 2 Code 3 Code 4 Code 5 
 
White: (not of Hispanic 
origin).  A person having 
origins in any of the original 
peoples of Europe, North 
Africa, or the Middle East 

Black: (not Hispanic origin). 
A person having origins in 
any of the Black racial groups 
of Africa. 

Hispanic: A person of 
Mexican, Puerto Rican, 
Cuban, Central or South 
American or other Spanish 
culture or origin regardless of 
race, excluding Portuguese 
who are identified by race. 
Spaniards are Hispanic. 

Asian or Pacific Islander: A 
person having origins in any 
of the original peoples of the 
Far East, Southeast Asia, the 
Indian subcontinent of the 
pacific Islands.  The area 
includes, for example, China, 
Japan, Korea, the Philippine 
Islands, and Samoa. 

American Indian or Alaskan 
Native: A person having 
origins in any of the original 
peoples of North America, 
and who maintain cultural 
identification through tribal 
affiliation or community 
recognition. 

 
PLEASE RETURN ALL APPLICATIONS AND RESUMES TO RECRUITING & EMPLOYMENT SERVICES, HUMAN RESOURCE SERVICES 


