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PROCEDURES FOR MAKING A TENURE-TRACK FACULTY OFFER

1. Clear the offer with OEO via memo to Don Mykles.  This can be done in concert with 2 and 3.

2. Create draft offer letter:
a. Use the 'Official CNS Offer Template' URL: http://www.natsci.colostate.edu/faculty/forms/OfferLtrFaculty.doc

[NOTE: Use this one rather than the Provost’s letter; it is customized for 
CNS.]  All forms have been updated as of 7-06.
b. Do not include a detailed budget for the startup package in the letter; one can refer to the total package figure and attach a separate memo with the proposed startup expenditure budget.  The separate itemized budget will be necessary for conversations with the VPR on matching funds;
c. Note that there is new language in the startup package section limiting the time in which to spend start-up money:  “Any unspent funds remaining after three years may be rescinded by the dean’s office.”
3. Send the following packet *electronically* to Rick Miranda and copying Georgeann Venis:

a. Cover memo requesting the offer.

This should review

· the search approval history,
· the vital statistics of the search (# of applicants, dates), 
· information about the interview process (# of interviewees), 
· broad reasons for selecting the candidate receiving the offer,

· any OEO or diversity-related aspects to the search, 
· include the Position Management Number for this hire.

b. Second memo dealing with the start-up package.

This should include

· a description of the candidate’s area of research,
· how that relates to departmental, college, or university research initiatives (e.g. superclusters?),

· any interdisciplinary aspects of the candidate's research, 
· likely funding sources for research, 
· and estimates of possible steady-state funding levels.  
· INCLUDE A BUDGET for the expenditures (see 2.b).

c. A completed CNS funding form for the start-up package, URL: 
http://www.natsci.colostate.edu/faculty/forms/CNSStart-upfunding-draft.xls 
(submit .xls file draft and a signed triplicate hard copy after offer is accepted)
     d.   Current CV of the candidate.

NOTE:  Frequently used College, OEO, and HR forms may be found at: http://www.natsci.colostate.edu/faculty/forms/
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