Appointing Procedure

Non-benefited faculty:  No Request to Recruit form is necessary.  AAEO requires only the Request to Appoint form, resume, and Letter of Understanding.  

Benefited faculty:  AAEO procedure is 30 day recruitment using the Request to Recruit form.  Provost requests national recruitment for all benefited faculty positions.  The following documents are required (depending on circumstances of hire):

Non-tenure track (Special), ranked or non-ranked faculty new to the position and department :  

· Request to Appoint form 

· Resume 
· Letter of Understanding 
· Job Data Hire form 
· Position Funding Form
· Recruitment documentation according to the Affirmative Action’s 14 point checklist and applications which can be forwarded to the Affirmative Action directly.
Ranked Faculty with full faculty duties (Special, Probationary, or Tenured):  
· Request to Appoint form
· Resume
· Letter of Understanding
· Faculty Contract 
· Position Description 
· Authorization for Moving Expense Reimbursement (if applicable)
· Job Data Hire form  
· Position Funding Form
· Recruitment documentation according to the Affirmative Action’s 14 point checklist and applications which can be forwarded to the Affirmative Action directly.
Reference Faculty Handbook Section II.3.1.1
