CHECK LIST FOR NEW FACULTY APPOINTMENT LETTERS

PIN: ______ name of faculty member being replaced: _________________________________

1. Chair or Dean speaks with candidate and negotiates salary, moving expenses, equipment, office/lab space, and whether the candidate needs the assistance of the Slutzker Center for International Services (SCIS) as is the case for non-resident aliens.

2. Refer to model faculty appointment letters and choose appropriate one.

3. Draft new faculty appointment letter.
· Check dates (appointment start date, first day of classes, commencement, computer equipment purchases expended, response to offer);

· If summer support is being offered, ensure that total amount is clear and when it will be paid is specified; 

a) If it will be funded by the college/school or department, the budget manager  

needs to be informed;

· For appointments with tenure:
a) Work with dean’s office to prepare an executive summary letter to the Vice   

Chancellor requesting Chancellor’s & Board of Trustee’s approval;

b) Work with dean’s office to prepare an abbreviated tenure packet for Vice Chancellor’s review (curriculum vita, letters of reference, and comments or evaluations on research, teaching & service).

· Specify faculty member’s initial responsibilities or at least who will be making those decisions;
· For non-resident aliens, ensure that SCIS has been contacted;
· Chair and/or Dean reviews letter;
· Send electronic draft of letter to Academic Human Resources for review prior to obtaining Dean’s signature.

4. Letter signed by Dean.

5. Make copies of appointment letter for Chair, Dean, VP Research, Vice Chancellor and Slutzker Center if appropriate.

6. Send letters to Academic Human Resources (CH323) to obtain Vice Chancellor’s signature, or his designee. 
7. Mail out letters, appropriate number of initialed copies, and all enclosures to candidate. (Moving Expense Policy and Information about the Immigration and Reform Act of 1986 are available electronically. The Tuition Benefits Statement will be provided by Academic Administration in hard copy).

8. Send copies of signed letter of acceptance to Academic Human Resources (attention Lisa Cregan), VP Research, Chair and Slutzker Center, if appropriate.
9. If candidate declines offer send notification e-mail to Academic Human Resources (attention Lisa Cregan), VP Research, Chair and Slutzker Center, if appropriate.
