Checklist for Candidate Folder
Candidate Name: ____________________________________
Search Number: _________________

Prior to the development of the EOR and draft appointment letter, forward the Background Check Form to Human Resources. 
Upon review and approval of the EOR and draft appointment letter by the Dean, electronically submit EOR and forward the selected candidate’s original folder to the Office of the Provost.  (If candidate is ultimately hired, the file forwarded to the Office of the Provost becomes the official personnel file.) Include the following items along with this memo:
 FORMCHECKBOX 

Copy of Approved Position Authorization

 FORMCHECKBOX 

Copy of Approved Position Announcement (see http://www.missouristate.edu/academicopenings/)

 FORMCHECKBOX 

Original Application Letter

 FORMCHECKBOX 

Original CV
 FORMCHECKBOX 

Official transcripts


 FORMCHECKBOX 

Letters of Recommendation (if required by hiring unit)

 FORMCHECKBOX 

Documentation of all telephone reference calls regarding this candidate
 FORMCHECKBOX 

Copy of the Applicant Disclosure Form and Background Check Release Form (signed by applicant) 
Appointment letters will be mailed upon approval of the EOR and clearance of the background check by Human Resources.
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