Approved Personnel Requisition  #  ________________


UNIVERSITY OF ARKANSAS AT LITTLE ROCK 


DISPOSITION FORM

Date Position Available                                                                  

Hire Date ______________________________                                                            

Position Title                                                                                   

Department _____________________________                                                                       

	Name of Applicant Interviewed:
(Last, First, Middle Initial)
	UALR 

Benefits Eligible Employee
	Disposition

Code
	Additional Comments

	1.  


	
	 
	

	Date Interviewed                                  Gender/Ethnicity/Race
	
	
	

	2.  


	
	
	

	Date Interviewed                                  Gender/Ethnicity/Race
	
	
	

	3.  


	
	
	

	Date Interviewed                                  Gender/Ethnicity/Race
	
	
	

	4.  


	
	
	

	Date Interviewed                                   Gender/Ethnicity/Race
	
	
	

	5.  


	
	
	

	Date Interviewed                                   Gender/Ethnicity/Race
	
	
	

	6.  


	
	
	

	Date Interviewed                                   Gender/Ethnicity/Race
	
	
	

	7.  


	
	
	

	Date Interviewed                                   Gender/Ethnicity/Race
	
	
	

	8.  

       
	
	
	

	Date Interviewed                                   Gender/Ethnicity/Race
	
	
	

	9.  

       
	
	
	

	Date Interviewed                                   Gender/Ethnicity/Race
	
	
	

	10.  

       
	
	
	

	Date Interviewed                                   Gender/Ethnicity/Race
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EXPLANATION AND INSTRUCTIONS

A Disposition From must be completed when the position is filled.  A segment of the form must be completed for each applicant interviewed.  Attach additional pages if needed.

Complete each segment as follows:

Approved Personnel Requisition:  Number assigned to approved Personnel Requisition form returned to hiring department by HRS

Date Position Available:  Date Personnel Requisition submitted to HRS

Date Position Filled: Hire date of new employee

Position Title: Title of position being filled

Department:   Hiring department

Name of Applicant - Last, first, middle initial
Date Applicant Interviewed:  Date department met with applicant
Gender Category:

In the space provided enter "M or "F" to indicate the Gender of the applicant.

Ethnicity Category:

In the space provided enter one of the following numeric codes to indicate the ethnicity category of the applicant:

Hispanic or Latino (1) Not Hispanic or Latino (2) 
Race Category:

In the space provided enter one of the following alpha codes to indicate the race category of the applicant:

White (WH) Black or African American (BL) Asian  (AS) American Indian or Alaska Native (AI) Native Hawaiian or Other Pacific Islander (NH) Two or more races (TW) 

UALR Benefits Eligible Employee – Indicate “Yes” if applicant is a UALR Benefits Eligible Employee

Disposition Code:

Please use only one of the codes (1-21) that best describes each of the applicants interviewed

	
	Disposition Codes

	1
	Did not follow application process

	2
	Did not indicate specific position

	3
	Unsolicited application 

	4
	Incomplete application 

	5
	Initial screening

	6
	Does not meet minimum qualifications

	7
	Withdrew application

	8
	Lack required clearances

	9
	Lacks required ability to work in US

	10
	Lacks interest/willingness to travel

	11
	Salary requested is too high

	12
	Not able to contact – 2 or more attempts

	13
	Not interested in geographic location of position

	14
	Lacks favorable references

	15
	Not best qualified

	16
	Cancelled or failed to show for interview

	17
	Poor test results

	18
	Referral to Department

	19
	Phone screen

	20
	Declines job offer

	21
	Hired


A copy of the Disposition Form is to be submitted to Human Relations along with Affirmative Action Review Form and other requested documents.  The original Disposition Form must be submitted to Human Resource Services with the Personnel Action Form and Personnel Data Sheet.  If any of the required documents are missing or incomplete, all documents will be returned to the Department.  This could result in a delayed first paycheck for your new employee. 







