Appendix P:  Sample “Recommendation to Interview”  report

DATE:
TO:  
[Hiring Authority]


[Dept Chair]


[Library Human Resources Officer]

FROM:  Search Committee for ________ Librarian:

[names]

SUBJECT:  
Interim report: Recommendations for Interview
__ candidates applied for the position of ________ Librarian.  We screened the applicants for the best mix of [core qualifications].   
___ of the applicants [names] failed to meet the required qualifications. [Names] did not display any particular interest, strength, or experience in the key emphasis of this position.  Other candidates may have met the required qualifications but lacked the strengths of the top tier. [names, weaknesses]  
[Name(s)] appear to meet the criteria, but are not recommended for further consideration because [weaknesses].
​​​___ applicants displayed the best blend of [core qualifications].  They meet the required qualifications (as can be determined in advance of a thorough interview) and many of the preferred qualifications.  They are: [names]
We selected ____ candidates who seemed the best fit for further review.  Following is a brief analysis of their strengths and weaknesses for the position based on their applications, comments from referees, and search committee members’ interactions with candidates.
[name1, brief strengths, brief weaknesses]  

[name2, brief strengths, brief weaknesses]  

Etc.
Search Committee members concur that [names] are the best matches for the position.  [Name each top candidate, summarizing assessed strengths and weaknesses for each.]  
Tentative Interview Schedule:

[group or individual]


[time]
Search Committee


__ minutes

Dept. Chair



__ minutes

Etc.

Candidates' presentations should focus on the topic: ​​​​​​​​​​​​​______________

ATTACHMENTS:  Criteria chart and candidate/referee transcripts

