Appendix L

Sample Hiring Recommendation (Department)

TO:
[Dean of College]

FROM:
[Department Chair] with signature
RE:
Hiring Recommendation for [Description] Position

Upon the recommendation of the [Department Name] Search Committee, 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.

[Brief summary of candidate’s professional credentials, previous academic experience, etc.  Brief rationale for selecting this candidate in terms of position description and departmental program needs.]

RANK & SALARY:

CREDIT TOWARD TENURE:

DEPARTMENTAL SUPPORT:

     [For example:  reduced workload, travel support, research support, etc.]

This recommendation is supported by the following members of the Search Committee:

______________________________________________

Name

______________________________________________

Name

______________________________________________

Name


