
 
Pre & Post Appointment Checklist 

OFA Requirements 
 

Faculty Name: _____________________________ 
 

 Initial Request for Appointment to OFA 
 

Chair letter (AC draft for FH) 

________ 
All Chair letters recommending new appointment should be addressed as follows and 
submitted to the Office of Faculty Affairs: 

Jeffrey R. Balser, M.D., Ph.D. 
Vice Chancellor for Health Affairs 
Dean, School of Medicine 
D-3300 MCN 

           2104 

________ Current CV and three letters of recommendation 

New appointment/ Change of status form 

________ 

Effective Sept 2009, when submitting Chair letters also supply the following information to 
OFA so they can add new faculty to the database 
NOTE: do not send electronically! 
 

Social Security Number Date of Birth 
Home Address Married (Y-N) 
Significant Other (Y-N) If yes to either, provide name 
Full LEGAL Name (Middle)   

________ Mentor letter (if required, AC draft for FH) 

________ Affirmative Action Recruitment Form ( See OFA Forms  ) 

 
Upon Receipt of Appointment Letter from OFA 
 
________ Salary Letter to Department Personnel for PAF 

- requires S.S. number, cost center, and a copy of appointment letter  
________ Salary/ Space letter to the Dean 

________  Forward OFA (hard copy) relevant personal information for new hire (i.e., SS#, DOB, spouse 
(Y/N), etc.) ï see Confidential New Hire Information template. 

________ 

 Contact Auda Hutto for next scheduled date for New Faculty Orientation.  This event covers 
important information such as Faculty Development, Promotion and Tenure, Compliance, 
Research Logistics, Panel presentations for educators and bench scientists as well as many 
other topics.  Ensure new hire information is submitted so new faculty will be contacted for the 
next Fall or Spring event. 
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