Idaho State University

Office of EO/AA and Diversity

Position Vacancy Form
A.A. Form 3-75


The unit head is required to sign the Position Vacancy Form and forward it to the appropriate Dean or Director.  After that person has signed the report and indicated his/her approval or disapproval, the report is either forwarded to the Affirmative Action Office for sign-off or returned to the unit head for indicated revision.  The Affirmative Action Director/Assistant Director will sign and indicate his/her approval or disapproval with reasons.   
 This form should be completed as per instructions and submitted to the Affirmative Action Office for sign-off prior to any offer being made to a candidate.  
Position Title and Rank





Department




PCN








Salary




Date to be filled




APPLICATION ANALYSIS - LISTING OF CANDIDATES (finalists) BEING CONSIDERED FOR THE POSITION (please list in order of consideration)

	
	Name of Candidate
	Final Disposition-Specify

Action (Recommend for Hire, Recommend for Hire if 1st Candidate Declines, Candidate not Selected, Candidate Declined) 
	Date of Phone and/or Campus Interview

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	


SELECTION CRITERIA AND ANALYSIS
Please provide a brief explanation of why the search committee selected final candidate over other candidates brought to campus for interviews.  (Narrative may be presented in bullet form)

	

	

	

	

	

	

	

	

	

	

	


COMMENTS

	

	


APPROVALS
Submitted by 







    (please print)

Title 










Signature







 



Department









(   ) Approved

(   ) Disapproved  

Dean or Director








Date










(   ) Approved

(   ) Disapproved  

Provost













(for Academic Affairs only)

Date










(   ) Approved
    
(   ) Disapproved  

EO/AA/ Diversity Office 







Date
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