Offer Letter Request Form for Tenured Faculty


Please complete Sections I, II, and III of this request form, and review Section IV before sending the completed form to Corolyn Holub (crholub@austin.utexas.edu), cc: Natasa Pavlovic (natasa.pavlovic@austin.utexas.edu).
Section I

Name of Candidate:

Department:

Proposed Title:

Budget Council Vote:

Start Date (complete one) 09/01/ ___ or    01/16/___
Note, any early start date should either be processed as a Contingent Worker or Academic Affiliate appointment in Workday. These are separate from the faculty appointment.
Proposed Salary:

CNS Start-up Funds:
Any changes to summer salary provisions included in start-up:

Additional Start-up Funds and Source(s) (ex: STARs):

Moving Expenses provided by Department:

How will the candidate be paid out? (check one): Reimbursement ___ or Lump-sum___
Any additional Department contributions:

Renovation (check one): Yes___ or No___
Endowment Holder Appointment Request: (check one): Yes ___ or No___

If yes, please provide the following information:
Endowment Name:

Account Number (30 or 57):
Office location (building abbreviation only):

Any other items that should be included in the offer letter:
Have the parameters of this offer letter been discussed with Dean Vanden Bout prior to submitting this form (check one): Yes ___ or No___
Section II:
Partner Hire (check one): Yes ___ or No___

If yes, please provide the department and title information for the partner below:

Name:

Department:

Title:

Has a dual-career funding request been submitted to the Provost’s Office?: 
More information on dual-career support can be found here: https://cns.utexas.edu/faculty-affairs/faculty-recruitment/partner-hires
Section III:
Childcare Request (check one): Yes ___ or No___

If yes, please follow the link below to fill out the application and send it separately to CNS Faculty Affairs at cnsfacultyaffairs@austin.utexas.edu. 
Childcare Application: https://utexas.app.box.com/s/xyo3fcqxsr0x8nwyt7zudzbd0elf7hg9  

Section IV:

Tenure Review

Please note, tenured candidates will need to go through the college-level tenure review prior to submitting a PAR. Only once the PAR is approved can the department collect signatures on the offer letter.
Since the college-level review can take up to several weeks to complete, please let Corolyn Holub (crholub@austin.utexas.edu) know once the department has concluded tenure review and has collected all the required documents (Candidate’s CV, Chair’s Statement, External Letters, and Evidence of teaching performance). 
