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  MIT Serious Search Report Template
This is an optional template provided by MIT Human Resources for DLCs to use when completing an internal search process. DLCs may use this template or their own template.
Complete this form when one or more candidates have been selected and before a request for approval to extend an offer. Refer to Hiring at MIT on the HR site for details and support in the hiring process.

Position Information
Your Name: 
Your Title: 
Report Date: 
Posting Title (position to be filled): 
Requisition Number (from ATS):

Advertising/Outreach
List any changes in outreach from your Search Plan. Use “N/A” if there were no changes.

Selection Process
Describe your process, and in particular any changes or additions to your process from your Search Plan. 

Applicant Demographics
Attach a table of the number of applicants reaching each step in the process by ethnicity/race and gender. Possible sources include the Requisition Search Report in the Enriching Diversity app in Atlas or the EEO Report available upon request from ats-help@mit.edu. 
Check if attached: ☐




Recommendations

· List the finalists for the position, with their ethnicity/race,gender, protected veteran status, and whether they are an individual with a disability (if known):


· Identify the candidate of choice with a statement for why they were selected over other finalists:



· Does the chosen candidate have a previous relationship with MIT? Describe.



· Anticipated start date



· Proposed starting salary



· For finalists not chosen, list names and why they were not the preferred candidate.



· Attach resumes/CVs of all finalists. 
Check if attached: ☐

Additional Information





This document is used for compliance, best practices, and consistency in our hiring approach. Retain completed forms in your files consistent with MIT’s guidelines for record retention.
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