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Faculty Appointments Checklist
Forward the following documents to the Office of Faculty Affairs & Development to be reviewed at the next Faculty Appointments Committee Meeting.  Please include a copy of this checklist with the appointment packet to the Faculty Appointments Committee.
Faculty Candidate:
________________________________________________________________
Department:

________________________________________________________________
_____
Letter to Faculty Appointments Committee Chair from the Department Chair


Include the following information in the letter:

· Request appointment and state the role in the department
· Statement of verification of credentials (MD/PhD degree, board certification, ACGME residency, TMB license verification, etc.)
· Rank and tenure option

· Department/division

_____
TMB License Verification printout (if Texas licensed)

_____
Current Curriculum Vitae (within last 6 months)
_____
Three (3) current letters of recommendation (within last 6 months)
_____
Interview comments (2 members of Faculty Appointments Committee and departmental members)

_____
Copy of the Request to Recruit
Following approval by the Faculty Appointments Committee, the following documents will be required.  Please send to the Office of Faculty Affairs and Development for processing and offer letter.
_____
Employment Agreement (including candidate benefits/compensation statement, special power of attorney, assignment and plan agreement and initial term)
_____
Request to Hire
_____
Letter to SOM Dean requesting the letter of offer to be sent to candidate


Include the following information in the letter:

· Request appointment as approved by the Faculty Appointments Committee

· Rank and Tenure option

· Current address
· Starting date
· Starting salary
_____Original (official) Transcript, ECFMG (notarized copy--if applicable), Board certification certificate (notarized copy) (To be maintained in the department.)
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