


APPOINTMENT ACTIVITY RECORD 

DIRECTIONS

Users who wish to complete this form via computer may download it as a Word document and rename it.  Naming it to reflect the position number is suggested, such as, “AAR012345.”

During this process, check off the “Checklist” items from page 1 as they are completed.
1. Complete the first two lines on page 1 of the Appointment Activity Record. 

2. Send the Equal Opportunity Questionnaire to each person who applies.  It may be an enclosure in the acknowledgement letter or can be sent by itself.  Be sure to copy both sides, as the reverse has the Equal Opportunity Office address for the return mailing.  Questionnaires should have the position name and number filled in prior to mailing to the applicants.  Please place return postage on the reverse side to increase the response rate.

3. Log applicant names into column A of the Applicant Log Form.  Either log the applicants chronologically as applications are received, or log the unqualified applicants at the top of the log sheet and the qualified candidates below them, keeping the applicants in two distinct groups. 

4. Indicate whether or not applicant meets minimum qualifications by checking “Yes” or “No” in column B.  If applicant does not meet minimum qualifications, indicate in column C the code number(s) from the bottom of the page explaining why the candidate did not meet the minimum qualifications.*
5. For qualified candidates who will not be interviewed, indicate in column C the code number(s) from the bottom of the page explaining why the candidate will not be interviewed.*

6. After interview candidates have been determined and steps 1-5 above are complete, forward the unsigned AAR and application files of all candidates to the Equal Opportunity Office for pre-interview review.  No interviews should be scheduled or performed prior to the Equal Opportunity Office’s review.
7. When materials are returned from the Equal Opportunity Office, make any changes to the AAR as recommended.

8. When the interview process is finished, complete columns D and E for each interviewed candidate.  Column D indicates whether or not to hire.  Column E indicates an offer was made, but declined.  

9. In column F, insert the code number(s) from the bottom of the page to explain why the interviewed candidates were not selected for the position.

10. Obtain the signatures as appropriate for your division.

*The form provides 12 generic reasons and an “other” option for non-selection.  If different reasons exist, add them to the bottom of the form.

APPOINTMENT ACTIVITY RECORD

	Division/College
	Department
	Position Title



	Position #


	Recommended Candidate




Checklist.  Check off items as they are completed.

	
	Mail Equal Opportunity Questionnaire to all applicants.                                                                                      



	
	Take AAR and files to Equal Opportunity for review prior to interviews.

	
	Complete applicant log.




Signatures (vary by division)

______________________________________
__________


Equal Opportunity




Date




______________________________________
__________

Supervisor/Department Head



Date


______________________________________
__________


Dean/Director





Date

______________________________________
__________

Vice President





Date

______________________________________
__________

President





Date

Applicant Log Form

	
	
	
	         Hire
	  Summary

	A
	B
	C
	D
	E
	F

	Name of Applicant
	Meets

Minimum

Qualification

 Yes             No
	Not Qualified or No Interview (See code list below.)
	Hire. Yes or No
	Yes, Offer Rejected
	Reasons for non-selection of those interviewed (See code list below.)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Reasons for non-selection.  Reason(s) do not need to be all-inclusive.  1. Other candidate(s) more qualified.  2. Doesn’t meet desired academic requirements.  

3.  Inappropriate degree or emphasis.  4. Work experience not appropriate.  

5.  Insufficient years of pertinent work experience.  6. Poorly written cover letter and resume.  7. Incomplete application package.  8. Withdrew.  9. Accepted another position within the University.  10. Not available for interview.  11. Poor interview or presentation skills.  12. Other (Give specific reason.)
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