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<Position Title> Search 
<Candidate Name>
[bookmark: _GoBack]<Day>, <Month> <Date>, 2013

<Travel Information (Flight or Drive)>
Blackwell Hotel Confirmation:  <Number>
Blackwell Meals, lunch / breakfast included, no alcohol 
Keep any incidental expenses with detailed bills and receipts 

	4:00pm
	Campus Tour, meet <Enter Name> in Lobby

	6:00pm
	Dinner with <Enter Names> at Columbus Fish Market, Reservation = <Enter Name> (Confirmation: <Confirmation number if available>


<Day>, <Month> <Date>, 2012

	8:00am
	Meet <OSUL Name> in Lobby

	8:30am - 9:30am
	Search Committee, 305D Thompson Library


	9:30am - 9:45am
	Break


	9:45am - 10:00am
	Meet with Chad Walz in 165 Thompson Library to prepare for presentation


	10:00am - 10:30am
	Break


	10:30am - 11:15am
	Presentation, 165 Thompson Library

Topic: <Enter Topic Details>


	11:15am - 11:30am
	Break


	11:30am - 1:00pm
	Lunch with <Enter Names>, OSU Faculty Club, 181 South Oval Drive, Reservations = <Enter Name> (Need to leave by 12:50pm  for next meeting)


	1:00pm - 1:30pm
	Meet with Carol Diedrichs, 304C Thompson Library


	1:30pm - 2:00pm
	Break


	2:00pm - 2:30pm
	Meet with Committee on Appointment Promotion and Tenure (<Enter Names>) and Committee on Faculty Benefits, Responsibilities and Research (<Enter Names>), 305D Thompson Library


	2:30pm - 3:00pm
	Break


	3:00pm - 4:00pm
	Meet with Unit/Department Staff, <Enter Location>


	4:00pm - 5:00pm
	Meet with Supervisor, <Enter Location>




Contact Information 
Search Committee Chair and <Title>, <Enter Name>, office 614.<Enter Number>, cell 614.<Enter Number>
Contact and HR Representative, Greg Newman, office 614.247.8887, cell 614.429.7309

Search Committee Membership
<Enter Title>, <Enter Name>, <Enter Division/Unit>
<Enter Title>, <Enter Name>, <Enter Division/Unit>
<Enter Title>, <Enter Name>, <Enter Division/Unit>
<Enter Title>, <Enter Name>, <Enter Division/Unit>

Interview Information 
<Enter Title>, <Enter Division/Unit> and Supervisor, <Enter Name> 
Associate Professor and Associate Director of <Enter Division>, <Enter Name> 
Professor and Director of University Libraries, Carol Pitts Diedrichs 
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