CHECK-OFF LIST FOR CONTRACTUAL HIRE

Position: ________________________________Closing Date: ____________ Unit: _____
HRS Contact:  _________________________
Phone Number: _____________________
Upon notice from an HR Recruiter that approval to your hiring exception was received from the Department of Budget and Management, please forward the documentation listed under Step 1 (electronically) to initiate the recruitment.   

Step 1 - Initiating the Recruitment 
_____
Vacancy Fill Request (VFR) to HRS Recruiter
_____
Interview Questions to HR Recruiter 
_____
MS-22 to HR Recruiter
_____   Job Announcement to HR Recruiter (please specify if you want the announcement 
             posted on DBM’s website)

_____   Newspaper ad to HR Recruiter (please specify the names of the newspaper(s) 

             for advertising)

Step 2 - Interview Process
_____   HR Recruiter will provide the hiring Unit with all applications meeting the minimum 
qualifications. 

Please return all applications to the HR Recruiter noting the selection of applicants for 
interviewing purposes (must interview three candidates).     
_____   Interview dates and names of the interview panel must be provided to the HR Recruiter.                      
HRS schedules all interviews and arranges for conference rooms.
_____   Interview schedule provided to the interview panel by the HR Recruiter.

HR Recruiter will provide copies of interview questions and applications to the panel on the 
scheduled interview date(s). 

Step 3 - After Interviews
_____   Verification of Minimum Qualifications form completed by supervisor and returned to HR                 Recruiter.
_____
Reference Check forms completed by supervisor and returned to HR Recruiter.
_____
Interview Form (Applicant Flow Data form) completed by hiring supervisor.  Unit Director’s       
signature must be obtained before forwarding document to HR Recruiter.
_____   Copy of DBM Hiring Exception Approval obtained from HR Recruiter.

_____   Personal Services Contract Package and DBM Hiring Exception Approval to Procurement for 
processing.
_____
Copy of Personal Services Contract Package to HR Recruiter.
_____   MS -22 Hard copy with all signatures to HR Recruiter.
Note:  HRS must receive a written justification, and approval provided for all hires above Base salary prior to the completion of a Personal Services Contract package.  
