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Office of the Provost

Faculty/Exempt Letter of Intent Request
	Date
	[bookmark: Text1]12/1

	From
	     

	Permission to Hire (name of finalist to offer position)
	     

	Street Address
	     

	City
	     

	State, Zip
	     

	Email
	     

	Area or College
	     

	School or Department
	     

	Position Number
	     

	
Contractual Information to be included in Provost Letter of Intent

	Position Title
	     

	  Position Type (Exempt Staff , Contract-Renewable, Tenure-Track, Tenured)
	     

	Salary
	     

	Salary paid over Academic or Fiscal Year
	     

	Start Date
	     

	Time credit toward tenure
	     

	Time credit toward promotion
	     

	Other contractual information to include in Provost Letter of Intent (such as required completion of Ph.D.)
	     

	
Letter from Dean/Area

	Do you have a separate letter to finalist from Dean/Area? If so, send it as a PDF with this form. 
We will send one email with both letters attached.
	     

	If you are including a letter from the Dean/Area, please let us know what topics you are addressing, so we can let the candidate know to look for these details in your letter.

	Start-up costs
	     

	Moving expenses
	     

	Reductions to teaching load
	     

	  Technology
	     

	Professional development funds
	     

	Other
	     





Procedures
· Dean’s Office/Area sends this completed form to Provost Office.

· If Dean’s Office/Area has a separate letter for finalist, Dean/Area sends pdf of their letter to the Provost Office. This separate letter from Dean/Area may address, among other items, details on moving expenses, reductions in load, start-up costs etc. The Provost letter directs finalist to refer to Dean/Area’s letter for these details.

· Provost Office sends a Provost Letter of Intent to candidate via email.

· If applicable, Provost Office attaches Dean/Area letter in this email.

· Provost Office’s email includes the following PDF’s from Human Resources:
· Conditions of Employment
· Applicant Background Check Release (and request for copy of driver’s license)
· Personal Data Form

· Finalist returns Provost Letter of Intent, Dean/Area letter (if it requires a signature), Background Check Release, Personal Data Form, and copy of driver’s license to Provost Office via email.

· Provost Office sends signed Provost Letter of Intent, Background Check Release, Personal Data Form, and copy of driver’s license to Human Resources. Human Resources notifies office(s) listed on form if there is an issue with Background Check Release.

· Provost Office sends completed Personal Data Form and signed Dean/Area letter (if applicable) to College/Area.

· New Faculty Orientations: During summer or prior, Dean’s Office sends Save the Date to new faculty. In summer, Provost Office follows up with email to new faculty about New Faculty Orientation and collects RSVPs.
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