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	Candidate name
	

	Position considered
	

	Hiring manager
	


	
	Date

	Resume received
	

	Recruiter interview (first)
	

	Hiring manager interview (first)
	

	Reference checks completed
	

	Hiring decision made by: 
	
	

	Job offer made to candidate by: 
	
	

	Candidate acceptance Y / N (circle one)
	

	If candidate declined offer, state reasons why:


	


       Potential referral fee:                                                            _________________________

       Potential recruiter fee:                                                          _________________________

       Relocation expenses:                                                            _________________________

       Hiring bonus:                                                                        _________________________

       Other hiring fees:                                                                  _________________________

       Human Resources representative: ________________________  Date: ____________

       Human Resources manager: _____________________________ Date: ____________
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