	
	[image: image1.png]Us UNU *
8

p\.UR‘

’z \
1 i





State of Michigan
	

	GRETCHEN WHITMER
GOVERNOR
	DEPARTMENT OF LICENSING AND REGULATORY AFFAIRS
Lansing
	MARLON I. BROWN, DPA
ACTING DIRECTOR



MEMORANDUM

Date:



To:

HR Specialist/Analyst
Appointing Authority Designee

From:



Subject:
Recommendation to Fill Vacancy – [fill in class/grade]


Requisition [number]
A vacancy exists for a [fill in class/grade] in [fill in bureau/office and division].  We are recommending the appointment of [name of preferred candidate], for this position located in [county].  The selection of the proposed candidate will result in a [indicate if this is a promotion, new hire, lateral job change] within the department.

Summary of Position Duties

[Copy and paste from box #14 on the approved Position Description. Additional details can be included]

Selection Criteria
See approved Selection Plan. [Or you can list the Selection Criteria here from the plan.]
Selection Techniques

See approved Selection Plan. [Or you can enter the Selection Techniques here from the plan]
Recruitment Efforts

[Below is a sample of the information to include in this section.  Not all of these categories may be relevant or there may be others you wish to include. If other screening criteria was used other than the approved criteria, you should provide those details (questionnaires, written exercises, etc.)]

The vacancy was posted on the Civil Service vacancy website and open to all candidates (or State of Michigan employees, or current department employees, or bureau employees) for ___ days.  _________ candidates expressed an interest in the position and their resumes were reviewed using the approved screening criteria.  ___________ candidates met the screening criteria; ____ candidates withdrew their name from the process.  _____________ candidates were contacted for an interview.
Interview Panel
[List the names, classification, and grade of each member of the interview panel.] 

Final Applicant Pool
[List the names of the applicants interviewed]
Preferred Candidate
[candidate’s name] has been selected as the preferred candidate by the interview panel. Using the following approved selection criteria, [candidate’s name] possesses the desired skills as outlined below. 

[List each of the selection criteria. Provide a brief summary for each describing how the preferred candidate meets that particular criterion.  The summary needs to include information provided by the candidate during the interview.  The goal is to describe why the selected candidate is preferred above other candidates]
Summary of Results of Reference Checking

[The results of reference checks must be included.  If the preferred candidate is a current bureau or department employee and the interview team is knowledgeable of the employee’s performance, the statement, “(name) is a current employee of the department, consequently, references were not contacted” is appropriate.]
APPROVED:

This is to certify that the above recommendation is in accordance with the Michigan Department of Licensing and Regulatory Affairs Equal Employment Opportunity Plan and Procedures.

__________________________________________
_________________

EO/OHR Designee Approval





Date

Attachments
   Approved Selection Plan (EO Designee)   

   Other documentation used in process (if applicable)

Rev. February 2024
LARA is an equal opportunity employer/program.  
Auxiliary aids, services and other reasonable accommodations are available upon request to individuals with disabilities.
611 W. Ottawa ( P.O. BOX 30004 ( LANSING, MICHIGAN 48909 ( www.michigan.gov/lara
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