BCOE LADDER-RANK FACULTY APPOINTMENT FILE PROCESS
Following are the procedures for completing an appointment file for new ladder rank faculty in BCOE:

Once interviews have been completed and the Search Committee, Department Faculty, Chair, and Dean agree on the candidate(s) to be proposed for appointment
· The department chair or FAO notifies the Central Personnel Services Unit (CPSU) department support person, of the candidate(s) selected for hire.
· The department chair begins negotiations with the candidate(s) and informally confers (email okay) with the dean on the complement package.
· After the dean concurs with the complement package to be proposed, the department chair or FAO completes the Department Incentives Request form (located on the intranet). The completed form with the Chair’s signature is sent electronically or hard copy to Rhonda Peterson in the CPSU with a copy of the department letter (or at a minimum a record of the vote) for Assistant Professor steps I – III, for the dean’s formal approval.
· After the dean approves the Department Incentives Request form and Department/dean appointment file (compiled by the CPSU support staff based on the application material), an appointment/offer letter is prepared by Rhonda for the Dean’s signature for Assistant Professors steps I - III.  A formal complement letter is prepared for Assistant Professors, steps IV – V and Associate and full professors. 
· For Assistant Professor steps I – III, after the candidate returns the signed/ accepted appointment letter, the department CPSU support staff contacts the candidate to begin compiling the CAP ready appointment file.  After the CAP ready appointment file is complete, the file is forwarded to Campus AP for CAP post audit review (the file(s) should be submitted to AP by 7/31 each year).
· For Assistant Professor steps  IV – V or Associate and full professors, after the complement offer is accepted, the CPSU support staff contact the Department Chair for a list of department suggested referee names in order to solicit a balanced list of reference letters.  The CPSU support staff also contacts the candidate to begin to compile the department/CAP ready review file.  
· When the appointment file is complete/ready for department review for Assistant Professor steps IV – V and associate and full professors, the CPSU support staff contacts the department chair/FAO for a meeting date and time and opens the file for department faculty review and formal vote.
· Voting ballots are prepared and given to the FAO for the department meeting.
· The ballots are tallied by two staff in the CPSU and a transcribed tally is sent electronically to the department chair.
· The department chair drafts the department letter and sends it electronically to the CPSU support staff  to review and open as a draft for faculty  comments.
· After the department letter is finalized and the appointment file is complete, the CPSU support staff forwards the file to Rhonda for the dean’s recommendation letter. 
· The completed file is forwarded to Campus AP for CAP review and the Chancellor’s final decision and appointment letter. 
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