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OPS Recruitment Checklist 

❏ After making a verbal offer,  set the �offer status�� in Workday to one of the following and submit: 

❏ Accepted - if the candidate accepts, please select this option and submit. 

❏ Declined - if the candidate declines, please select this and complete the questionnaire.  

❏ Negotiation - if the candidate countered, enter this and Recruitment will send you the proposed 

salary step to complete again. When you receive the offer status step again, please update it to 

“accepted” - if the candidate accepts the revised offer.  

Recruitment Services will be notified of the outcome and will contact the department if additional 

information is needed.  

Background Check Process: (Recruiting Partner Steps):  

Recruitment Services will review the verbal offer status and will send the RP the Background Check Questionnaire.  

❏ Complete the Background Check Questionnaire and submit. 

❏ Recruitment Services will review the background c c coun t sf
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