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Written Hiring Reason
(Complete for all classified permanent, promotion and project positions)

Underutilized position	       ☐   No 	☐ Yes (Prior to making an offer, this written hiring justification must be 
                                                                               approved by the Affirmative Action Officer)

Section I

	Choose an item.
	
	Click here to enter text.
	Agency
	
	Secondary Unit (Div., Bureau, etc.)

	Click here to enter text.	
	Click here to enter text.
	Position Classification
	
	Certification Number

	Click here to enter text.

Name of Person Hired or Recommended (for underutilized positions)

Selection Summary (Check ONE box below which describes the most significant reason for selecting the successful candidate over the other candidates.)
A.	☐ Selected person served in this position or a similar position previously.
B.	☐ Selected person has more advanced education and/or training for this position.
C.	☐ Selected person has broader or more relevant experience performing the duties of this position.
D.	☐ Selected person demonstrates greater knowledge of the key tasks required in this position.

	

	
Section II 

Underutilized position: (Check ONE box.)
      ☐ Person hired was in the underutilized AA group, veteran or a person with disabilities. (Go to Section III.)
      ☐  No AA person on the register or all either declined an offer, failed to report, were not available, were not
            located or were not interested in or eligible for the position. (Go to Section III.)
        ☐   Person hired was not in the underutilized AA group, AA Officer approval and Written Hiring Justification
            needed.

Written Hiring Justification: Provide a detailed job related justification for recommending the selected candidate over the other applicants, e.g.., number of years in profession, years of experience, past relevant experience, etc. Written Hiring justification must be approved by the AA Officer prior to making an employment offer.

	Click here to enter text.



	


Section III

The information above is accurate and completed by: 
	
	
	Click here to enter a date.
	Hiring Supervisor Signature
	
	Date

	Click here to enter text.	
	Click here to enter text.
	Hiring Supervisors Name (Print)
	
	Title
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	Click here to enter a date.
	AA Officer Signature (if underutilized and non AA hire)

	
	Date


	If questions, AAO will discuss with hiring authority. If disagreement, AAO will discuss with the agency’s Appointing Authority.
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