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M E M O R A N D U M

To:

Hiring Authority ________________________________

                                                                       Name & Title

From:

Screening Committee Chair
Date:

___________________

Re:

Screening Committee Results for:

_________________________________ Requisition # ________



                   Position Title


It has been a pleasure to serve on the screening committee for the above referenced position. We are affirming with our signatures on the attached “Screening Committee Applicant Recommendations”, that to the best of our knowledge all committee proceedings were conducted in a fair and equitable manner, and in compliance with applicable procedures, laws and regulations.

Upon completion of the process, I will return to the designated Human Resources Staff member, all documentation gathered during the Screening Committee activities for this position. (Including Excel Scoring Sheets, Paper Review Rating Forms, Interview Questions Rating Forms, notes, and other screening materials.)

_______________________

Chair Signature

Attachments

cc:  Human Resources Staff Member (with attachments)     

Revised 08/31/10

