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SUPERCEDES 05-15-95 

Form 3381, “Interview Data Sheer (sample, page 2) is intended to ensure that 
selection interview information obtained from candidates is consistent with current 
statutes and guidelines concerning nondiscrimination in employment This form shall be 
used to provide a record of bid, transfer, or reassignment interviews and when 
requested by the hiring business unit No other forms are authorized. 
 
References 
Administrative Manual, Section 20-41, Selection Interview 
Selection Interview Handbook 
Applicable MOUs 
 

PROCEDURE 
 Responsibility Action 
 
CANDIDATE 

Complete Form 3381 for bid, transfer, or reassignment 
positions and when requested by the hiring business unit 
Form 3381 might not be required when the filling of a 
position is based solely on seniority. 

 
BUSINESS UNIT/BUSINESS GROUP PERSONNEL OFFICE 
 

If the candidate is selected, place the original form in the 
employees personnel file and a copy with the selection 
interview package. 
 
If the candidate is not selected, place the original in the 
selection interview package. All selection interview 
packages should be retained in accordance with the 
Department’s Record Retention Schedules and the City 
Administrative Code. 
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