Exhibit #4

MEMORANDUM

Date:

To:

Office of Faculty Affairs



MDC 53

From:



Subject:
Search Plan for Position Number __________

The attached documents are submitted for approval to initiate the recruitment for the position referenced above.

· HSC Faculty Position Funding Plan or COM Faculty Position Funding Plan

· Position Description

· Search Committee Member List

· Proposed Search Timetable (application review, meetings, interviews, etc.)

· Methods used to check references/work experience

· Person responsible for providing clerical support to Search Committee and receiving the Affirmative Action Data Forms

· Draft Advertisement and Source Placement

· Candidate Evaluation Criteria and Evaluation Instrument/s

· University Position Vacancy Announcement

APPROVED: _________________________________          DATE: _________



Dean

APPROVED: _________________________________           DATE: _________



Vice President

Note:  The Dean of the Colleges of Nursing and Public Health must approve the Search Plan prior to submission to the Office of Faculty Affairs.

Revised 9/2005
