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Offer Creation/Review Checklist for Hiring Manager
____
Have you dispositioned all candidates who were seriously considered and/or interviewed for the position on job requisition? 

_____   Has the employee been in their current position for 6 months or as designated by the

specific bargaining agreement?  If not, do they have permission to bid from the

current supervisor?

_____   If this is a temp to regular conversion for bargained for or non-bargained for staff,
is that noted in the offer comments?

_____   Are any exceptions on the requisition to salary, RIF or Underfill noted in the offer

comments?

_____   Does the candidate contact info page reflect the work address in the secondary 

address field?  If not, please add the information to the candidate contact information panel. Specific fields to complete include Address (Dept name), Address, line 2 (Room Number and Bldg), Campus Zip/Postal Code (Use 4 digit Campus Zip only) and Work Phone (Enter area code, prefix and number, xxx-xxx-xxxx).  DO NOT POPULATE OTHER AREAS.
_____
Have references been checked?
_____
Is offer type selected “Contingent” for External hires only? Internal hires mark as FINAL.    (VIEW OFFERS PAGE)

_____   Is PEP screening complete if required? (Health System only)

_____   Have all the offer fields been populated correctly?

_____
Have the pre-screening questions and answers been reviewed, resolved and issues documented in the comments section of the offer?

_____
Is a VISA needed? (Check the prescreening questions on the Converted copy of the

(resume)

_____
Is candidate eligible for rehire? (Unit HR or EPC can perform this review)

_____   Is the candidate pool diverse? Have you checked the EEO Report and added to the 
            documents section of the requisition?

_____
Are date extended and offer expiration entered?  Note: expiration date is required, but for information purposes only.  Offer will not be canceled if expired.
_____
Are Appt Begin and End dates added? (Will default into suspense if begin date is left blank, or if begin date is 60 days prior to the current date) 
Note: end date is not required for most appointments.

_____
Is Admin Department entered? 
_____
Is Instructional department entered for faculty appointments?

_____
Does NEO date allow enough time for employee to complete background check information and self service?  (Recommend minimum one week period from time of


contingent offer.  

_____
Is “Reports To” field completed? (Should reflect what was listed on the Job Requisition) 
Items to verify on the offer panels:
_____
Is the shortcode identified, and does % of effort, % of distribution equal 100 percent? 
Note: Remember to click the ‘Add” button after entering this information. 

_____
Is sponsored project pool added if required? 

Note: If “pool” flag is selected w/multiple DBE’s, all DBE’s must have “pool” flag.
_____
 Does Working Title (Posting Title) meet guidelines?   Note:  Working title cannot be the
 same as any active Market Title or reflect an obvious inflation of the title)
_____
Are standard hours added?  If blank, < one or > 40 will default to suspense.

_____
Is appointment period selected? (Should be 12 months, biweekly or hourly)

_____
Is full time rate added and correct? (If biweekly and >$10K, will default to suspense)  


Note:  Use HRRIS Offer Data Calculator 


http://www.hr.umich.edu/empserv/department/docs/eMploy Offer Data Calculator Worksheet.xls
_____
Is comp rate added? (Pay rate for actual appointment fraction) 

Note:  Use HRRIS Offer Data Calculator  

http://www.hr.umich.edu/empserv/department/docs/eMploy Offer Data Calculator Worksheet.xls
_____
Are the correct comp frequency and pay group selected? 

Note:  Use HRRIS Offer Data Calculator 

____   Has the SSN and DOB been documented on the Offer Page?  (CHECK EEO PAGE)

Note:  This information is gathered from background check vendor
____   For internal selected candidates only – if you have provided a department specific offer letter to the candidate, send a copy to your Central HR Employment Process Coordinator (EPC) either electronically or via fax
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