
ADVERTISING/RECRUITING PLAN 
POSITION:  





RECRUITING PERIOD: 
FROM:         
TO:             
RECRUITMENT RANGE:   
Internal**  FORMCHECKBOX 


External  FORMCHECKBOX 
 
(**Internal searches will be granted on a limited basis.)

Total recruitment costs should be within the following guidelines:

· $2,000 for non-teaching professionals
· $6,000 for faculty, chairs, assistant directors and directors
· Recruitment costs for Deans, AVP’s and VP’s will be determined as needed.   The Provost and VP’s will review and approve budgets for these recruitment plans.
SECTION A
PRINT MEDIA (NEWSPAPERS/PROFESSIONAL JOURNALS): 
Title:                               

Date:

$ Cost:

Title:




Date:

$Cost:

Title:




Date:

$Cost:
AFFIRMATIVE ACTION AND SUPPLEMENTARY RESOURCES: Your advertising/recruitment plan must contain advertising in minority/diversity publications. Please consult with Affirmative Action if you need suggestions.  
Title/Web Address:




Date:

$Cost

Title/Web Address:




Date:

$Cost

ON-LINE MEDIA: Affirmative Action will place ads at HigherEdJobs.com and The Registry (faculty positions only).  

Web Address:



Posting Dates:  From – To

$Cost

Web Address:



Posting Dates:  


$Cost
COLLEGES AND UNIVERSITIES: List individual colleges/universities and departments you will send the announcement to. (Ex: Nazareth College Dept. of Nursing, SJFC Bursar) ____________________________________________________________________________________________________________________________________________________________
PROFESSIONAL ORGANIZATIONS, AGENCIES, MEETINGS: List professional organizations and contact names you will send the announcement to. (Ex: SHRM, NAACP, SUBOA) __________________________________________________________________________________________________________________________________________________​​​​​​​​​​​​__________ 

PERSONAL CONTACTS: (Who else can help?--Previously interviewed candidates, minorities, women, veterans) ______________________________________________________________________________
______________________________________________________________________________ 
TOTAL COST OF SECTION A:  $________
Insert Ad copy here:     


B  Travel and lodging 
     # of candidates  ____  x  Estimated cost per candidate $________ = 
$_____________

C  Search committee food and beverage (list planned events and estimated cost):
    ________________________________________________      

$_____________
    ________________________________________________      

$_____________

    ________________________________________________      

$_____________

    ________________________________________________      

$_____________

    ________________________________________________      

$_____________
    Total food and beverage                                 

 

$_____________

D Miscellaneous Expense _____________________________

$_____________


E Total recruiting cost (A+B+C+D)   




$_____________

SEARCH CHAIR: ___________________________________ DATE: ___________________
DEAN/ DIRECTOR: ________________________________ DATE: ___________________

PROVOST/VICE PRESIDENT**: _____________________ DATE: ___________________
** The appropriate Vice Presidential area will be responsible for costs that exceed the stated guidelines.

AFFIRMATIVE ACTION: ____________________________ DATE: ___________________

Recruitment Account Number:_____________ (provided by Budgeting after your plan is approved)

