Appendix N

Sample Hiring Recommendation (Dean)

TO:
[Provost]

CC:
AVP, Faculty Affairs

FROM:
[Dean] with signature
RE:

Hiring Recommendation for [Description] Position
Upon the recommendation of [Name of Department Chair], I am forwarding the name of [candidate name] as our choice for the position vacancy in [description].  Accompanying this memo is the complete recruitment file and supporting documentation.  I fully support this recommendation.

Our recommendation also includes the following elements:

[Deans:  Please indicate which items below will be funded—in whole or in part—from your college’s resources.]

•  Salary:

•  Rank:

•  Start-up Allowance:

•  Moving Allowance:

•  Credit toward tenure:

•  Reporting Date:

•  Other special arrangements:

•  Stipulations:

•  Contingencies:

•  Visa Status (if known):

I have spoken informally with the candidate, and believe [he/she] will accept these conditions upon receipt of our offer letter.


