*

Department of Administration

Human Resources Roy Cooper | Governor
Donnell E. Adams | Director Pamela B. Cashwell | secretary

Hiring Package Checklist

*This hiring package checklist should be the first page of each hiring package submitted. Any
package received without all required paperwork will be returned. *

Name of person submitting this package:

Division:

Position Number:

Position Title:

Name of Recommended Candidate:

|:| Completed Reference Check form for recommended candidate
|:| Printed application for recommended candidate only

|:| Record of Interview forms for each applicant interviewed

|:| Completed State Employee Priority Report

|:| Recommendation Memo from Division Director to HR Director

Date package received in HR (to be completed by HR):

Mailing
1322 Mail Service Center | Raleigh, NC 27699-1322

Location
116 West Jones St. | Raleigh, NC 27603
ncadmin.nc.gov 984-236-0054 T
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