Recruiting Procedure
Non-benefited faculty:  No Request to Recruit form is necessary.  AAEO requires only the Request to Appoint form, resume, and Letter of Understanding.  

Benefited faculty:  AAEO procedure is 30 day recruitment using the Request to Recruit form.  Provost requests national recruitment for all benefited faculty positions.  The following documents are required:

· Request to Recruit form 
· Justification for Position Recruitment 
· 
Memo listing Essential Functions

· Job Posting Form (AAEO website) 
· Recruiting process for possible Alien applicants 
· Proposed advertisement which must include the statement “University of North Dakota is an Affirmative Action/Equal Employment Opportunity Employer and women and minorities are encouraged to apply.” 
Forward these materials to the Chair, Dean and then the Provost for approval.

Reference Faculty Handbook Section II.3.1.1
