EEOs for Faculty Applicants
Listed below is the specific format for which the Human Resources office requests EEO data to be submitted.  We appreciate your compliance with these guidelines.


Process:
1. After there are a sufficient number of names on the list (5-10, depending on the size of your search), put applicant information into labels format.
· Include: Prefix, First name, Last Name, Street Address, City, State, Zip Code & Country   (See Example Below)
2. Send the labels to Human Resources via email at humr@plu.edu using the complete title of the position as the subject. 
i.e.: Subject: “Assistant Professor of Education”
3. Human Resources will mail applicants confirmation that their application has been received as well as an EEO form to complete; as well as compile the EEO data upon receipt of the completed documents.

Please Note:

· Be sure to verify the accuracy of the applicants’ information: spelling, capitalization, abbreviations and street addresses etc. 

· Each department is responsible for tracking whether an applicant has received an EEO or not. Do not send duplicate information!

If you have any questions or need further assistance please contact:

HR Office (253) 535-7185
or

Laura Fuhrman (253) 535-8325

Last Updated: November 29, 2007
	Prefix. First Name Last Name

Address

City, State Zip
	
	Dr. Jane Doe

University of Wonder

TheCity, WA 98456
	
	Dr. John Doe

1234 Wonder Ln.

TheCity, WA 98456

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	








