CHECK-OFF LIST FOR REGULAR HIRE
Position: _______________________________________________ PIN#: ______________________

Closing Date: ______________Unit: ____________________________________________________
HRS Contact:  ______________________________
Phone Number: __________________________
Upon notice from an HR Recruiter that approval has been received from the Department of Budget and Management to recruit for a position, please forward (electronically) the following documentation to the Recruiter. 
Step 1 - Initiating a Recruitment
_____
Vacancy Fill Request (VFR)  
_____
Interview Questions 
_____
Electronic MS-22 & hard copy of MS-22 w/signatures (Supervisor & Unit Director)
_____
Job Announcement

_____ 
Newspaper ad

It is not mandatory to advertise in the newspaper.  If you choose to do so, please specify the 
name(s) of the newspaper(s) for advertising.
Step 2 – Application Review
HRS receives and reviews all applications for minimum qualifications and creates an Eligible List.  If there are 10 qualified applications or less, a Register is created.
Step 3 - Interview Process
_____ 
Eligible List/Register provided to the Unit from HRS Recruiter for selection of candidates to 
interview (must interview at least three candidates)
_____ 
Provide interview dates and names of the interview panel to the HRS Recruiter. HRS schedules all 
interviews and arranges for conference rooms.

_____ 
Interview schedule provided to the interview panel by the HRS Recruiter.  

_____ 
HRS Recruiter will provide copies of interview questions to the panel on the scheduled interview 
date(s). 

Step 4 - After Interviews – Selection of Candidate
_____
Applicant Flow Data Form/Interview Form completed by hiring supervisor.  Please obtain Unit 
Director’s signature prior to submitting the document to the HR Recruiter.  Upon receipt of the 
documentation, HRS Recruiter will forward to Richard Allen, Office of Fair Practice for review and 
approval of selection.  (This must be signed by all and submitted to HR before proceeding to the 
next step.)
Step 5 – Candidate Appointment Package – Must be submitted to HRS 2 weeks prior to determined start 
date to allow for timely processing by HRS and DBM.
_____     Verification of Minimum Qualifications: Original College Transcripts or copy of candidate’s High 
School Diploma (whichever is applicable) must be submitted. If experience is being substituted for 
education, it must be noted on the form.
_____
Reference Check Forms: Completed by supervisor. References must cover the amount of experience 
required to qualify for the position. 
 If no experience is required, 1 reference must still be checked, 2 is 
preferred.  If experience is being substituted for education, references must cover that amount of time 
also.
_____    DNR 1 Form

_____    Offer of Employment Letter: Must be signed by selected candidate. 
_____    New Hire Registry Form:  HRS Recruiter will enter insurance numbers.
_____    MS-22:  Hard copy with all signatures.
Note:  If hiring above base, the salary request must be approved by HRS prior to a job offer.  Please provide a justification for the request (via email) to the HR Recruiter and please include the salaries requested by other prospective employees interviewed.
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