M E M O R A N D U M
TO: 

Search Committee Members
FROM: 
Appointing Hiring Authority (Departmental)
DATE: 
<Date>
RE: 

Search Committee Charge
Thank you for agreeing to serve on the search committee for this very important position. Each of you has expertise which will help the committee in its recruitment and evaluation of candidates.

Our first meeting will be <Date> in <Location>. During this meeting I will review my expectations for this search as set forth in the "Search Committee Charge," share my expectations for the position, and discuss the recruitment plan. 
Please come with a list of places you think we should advertise for this position (newspapers, websites, publications, organizations, etc.), as well as other ways we can publicize this opening. I have enclosed a copy of the position description for your information. 

Search Committee charge:

· Conduct search in accordance with Recruitment and Hiring Procedures and with assistance from Human Resources/Equal Opportunity. 

· Maintain confidentiality, discussing search committee business and applicants in private and only with other committee members. 

· Use your contacts to actively recruit qualified candidates for the position. 

· Establish a timeline for the process with the goal of having interviews completed prior to <Timeline>. (I would like the successful candidate to begin <Date>.) 

· Develop screening tools and conduct paper screening/evaluation of all candidates. 

· Develop standardized questions and conduct phone interviews and campus interviews of semi-finalists. 

· Recommend (#) individuals for campus interviews. DONOT schedule campus interviews prior to my approval.
· Provide me with the names of candidates who only met the minimum qualifications along with brief explanations of why they were not moved forward in the process. 

· Develop interview questions and interview schedules for finalists which include opportunities for various constituencies within the university community to meet with and provide feedback on the candidates including but not limited to departmental, college and university colleagues and peers.  

· Interview the candidates, collect feedback from others and incorporate into committee's evaluation of the candidates. Provide me with written feedback regarding the interviewee's strengths/weaknesses/suitability for the position, in unranked order. 

· At the end of the search process, forward all search materials including evaluation matrices, interview questionnaires and notes to hiring department for retention. 

Tentative Recruitment Plan
There will be a (national/local) search to fill this vacancy. Your suggestions are welcome. So far, the following recruitment sources have been identified:

Publications:
List serves:
Mailing Lists:
Personal contacts in state government:
Other contacts: 
