NORTH CAROLINA AGRICULTURAL AND TECHNICAL STATE UNIVERSITY

Greensboro, North Carolina 27411

PERSONNEL ACTION CERTIFICATION FORM

EQUAL EMPLOYMENT OPPORTUNITY COMPLIANCE REPORT

The form is to be completed with respect to all recommendations concerning the employment of an individual to
fill a new position or to fill a vacancy in an established position. The completed employment report is to be
submitted to and approved by the Affirmative Action Officer before any offer of or appointment is to be made.

NAME OF PROSPECTIVE EMPLOYEE:

ADDRESS:

Number and Street

City and State Zip Code
ENCLOSE UPDATED PERSONAL RESUME
POSITION (1) EPA:
Position Position No.
(2)  SPA:
Job Title Position No.

RECOMMENDED BY:

Name

Title

PROPOSED EFFECTIVE DATE OF EMPLOYMENT:

Date

LIST QUALIFICATIONS REQUIRED TO FILL POSITION:

EEO FORM 102



Describe recruitment efforts used to develop an applicant pool for the position in question; "applicant" includes any
person solicited to make written application, any person making unsolicited written application, and any person
referred by a third party as a prospective employee and who makes a written application.

List in alphabetical order, last name first, race and gender of all applicants for the position.
(Use separate sheet of paper for additional space).

NAME RACE GENDER

INCLUDE PERSONAL RESUME AND/OR LETTER OF APPLICATION FOR EACH APPLICANT LISTED.

EEO FORM 102



In analyzing all applicants for the position, list the reasons for selecting the person recommended. Also, note the
proficiency in the English language (oral and written), and methods used to assess.

NOTE: The person making this recommendation is responsible for maintaining complete file
documentation supporting the recommendations made above.

Recommended by:

Signature Date

Action of Affirmative Action Officer:

Affirmative Action Officer

Date

EEO FORM 102



