Exam File Documentation Checklist

Agency/Position #: ________/________
Registration Number: __________________

Job Title: ________________________
Analyst: ______________________________
	Checklist:

Is it Here?
	Item Description:

	
	Request to Fill Vacancy Form from the appointing authority

	
	PDQ

	
	Job Analysis (signed by analyst)

	
	SME sheet for Supervisor who helped create job analysis (and others whose expertise was used)

	
	Job Announcement – Official (include any & all revisions)

	
	All Accepted Applications bundled together

	
	1 copy of the accept letter mailed/e-mailed  & properties of e-mail listing “sent to” addresses 

	
	All Rejected Applications bundled together

	
	1 copy of the rejection letter mailed/e-mailed (1 copy per rejection reason & list of who received with each)

	
	Exam Materials:  this includes (if applicable)

​​_____  Signed Appeal Right forms

_____  Signed Dec. Sheets (oral board)

_____  Exam notification letters – 1 copy as above

_____  Exam Plan Proposals (if separate from job analysis)

_____  Exam Schedule

_____  Exam Score letter

_____  Exam Scoring Spreadsheet

_____  HR Specialist’s exam notes

_____  Oral Board Examination Questions and Scoring Criteria

_____  Rater’s guide

_____  Rating sheets with SME scores

_____  Requests for Written Objective exams 

_____  Scantron sheets

_____  SME form for each panel member

_____  SME notes from the exam

_____  T&E Examination and Criteria (originals from applicants, discard all copies)

_____  Tape recording of the oral board 

_____  Withdrawal notices

	
	ADS Reports (non-ADS agencies, please keep comparable reports):

_____  R 302  Eligible List

_____  R 303  Final scores 

_____  R 308  Vacancy Registration Report

_____  R 402  Vacancy Referral Results with Demographic Information.  Also keep

            any subsequent reports with supervisor notes

_____  R 401  Vacancy Referral Results that include notes by hiring manager with

            reason for removal of a name (if applicable).  Also keep any subsequent 

            reports with supervisor notes

	
	Additional Correspondence (correspondence with candidates if regarding acceptance/rejection of their application, communications with hiring manager  including the new hire’s start date and salary; advertising documentation; recruitment communications; etc). 
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