M E M O R A N D U M

TO:

                        , Dean
Academic Programs
FROM:
, Division Chair
DATE:



SUBJECT:
Offer Recommendation


Name:



Address:


Rank/Title:
(ie: Assistant Professor and/or Director of……)


Contract:
(ie: $30,000; 9 month; tenure track)


Moving Expenses:
(ie: up to $2000).  Include $ amount in “Comments” on PA (even if no moving

expenses).  Refer to “Moving Expense Policy” on Budget Office website: http://www.lcsc.edu/adminservices/Budget-office.htm

Duties:
(ie: assigned by division chair or other specific duties)


Other:
(ie: early credit for tenure and promotion)

Enc:
Personnel Action Form (HR on-line/to dean’s office)

New Position Hire Form (HR on-line/to dean’s office)


Vita (send through mail to dean’s office)


Background Check/Disclosure/Authorization Form
