SELECTION FORM 




Contract/Appt. Letter sent on: _____________
Upper Iowa University

	Position Title: 


	Department:   


At the completion of the search and after a candidate has been selected and verbally accepted the position, the Selection Form must be sent by the appropriate Senior Vice President and then forwarded to the President’s Assistant.  Prior to a verbal offer by the Senior Vice President to the candidate, the President must approve the salary range to be offered.  The President’s Assistant will forward the Selection Form to the EO Officer after the formal Contract/Letter of Appointment has been sent.  The EO Office will retain the Selection Form with the search files for a minimum of four years for contract positions and two years for support staff positions.


 Contract: 
  Letter of Appointment: 

Name of Selected Individual






Mailing Address, 


City, 


State, 


ZIP

Home Telephone
E-Mail Address

Date of Acceptance:  


Verbal acceptance provided to:   



Start Date: 




Former UIU Employee 
Y   or   N

Salary:  




If yes, reason for leaving: 



Special Notes: i.e. candidate needs specific day(s) off prior to accumulated vacation days, special hours, etc.  ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

APPROVAL SEQUENCE:

1.  _________________________________________

     Vice President/Sr. Vice President/Dean/Director

2.  _________________________________________


     EO Officer

3.  _________________________________________


     President
(EO/ Selection Form/July 2007)


