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Search Authorization Form for Full-Time Positions
	SECTION I. – TO BE COMPLETED BY THE HIRING DEPARTMENT   

	Hiring Department and Unit
	
	Contact (incl. #)
	

	Payroll Title 
	
	Functional Title
	

	Do you intend to appoint a substitute/temporary/acting employee while the search is being conducted?
	( Yes
( No


	Note: If this is a new position, please attach a memo of justification, an organizational chart, and a job description.

Please indicate: Salary Range $____________________ to $____________________

	If this is a replacement position, please indicate: Previous incumbent name & title ______________________________________________________________ 

Last Day Worked      ______________________________          Salary ______________________________________


	( Approved:
	
	( Not Approved:
	

	
	Dean, Vice President, or Provost
	
	(Return to Department)


	SECTION II. – TO BE COMPLETED BY VP OF ADMINISTRATION & FINANCE AND/OR ASSOCIATE ADMINISTRATOR FOR BUDGET & FINANCE PLANNING

	Budget Code – FAS#:
	
	Position Code:
	

	CUPS Dept. #:
	
	      CF #
	

	( Approved:
	
	( Not Approved:
	

	
	VP for Finance &  Admin./Budget Director
	
	(Return to Department)

	        ( Approved:

	
	Human Resources

	 SECTION III. – RECRUITMENT PLAN (FOR APPROVAL BY CHIEF DIVERSITY OFFICER ) 


List the members (at least 3 needed) of the search committee and designated chair by gender, ethnicity, and professional area or department.
	Search Committee Names 
	Title/Professional Area/Department 
	Gender 
	Ethnicity 

	Chair: 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


	Proposed Search Geographic Area.  Check all applicable:  ( National  ( Regional  ( University-Wide
Recruitment Resources/Methods Committee will use.  Please be specific in naming publications, organizations, etc. 

(KCC website  (CUNY website  (New York Times  (mnyscherc.org  (Chronicle of Higher Education  AND  (Craigslist  (Dice.com  (DiversityInc  (HigherEdJobs.com  (HispanicOutlook.com  (HotJobs.com  (Idealist.org  (InsideHigherEd  (Latinos in Higher Ed.com  (Monster.com
(Other publications ___________________________________________________________________________________________________________________
(Other websites _____________________________________________________________________________________________________________________
Comments ___________________________________________________________________________________________________________________________

	
	
	
	

	Signature of Hiring Department Director:
	
	Date:
	

	

	( Approved:
	
	( Not Approved:
	

	
	Chief Diversity Officer
	
	(Return to Department)


	SECTION IV:  PRESIDENTIAL APPROVAL

	( Approved:
	
	( Not Approved:
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