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Faculty Offer Letter Checklist 

Faculty member name: ___________________________ Requisition #:  __________________ 

Position being offered: ___________________________ Start date: _________________ 

1. Used correct offer letter template for position? Yes No 

2. Sponsorship needed? Yes No 
• If Yes: 

i. Use the international faculty offer letter template. 
ii. Has a wage analysis been completed? If No, email the posting and candidate’s cv to Amanda Thompson, 

Director International Scholar Services (thomp557@purdue.edu) with “URGENT NEW FACULTY WAGE 
ANALYSIS” in the subject line. Amanda will process the wage analysis and email confirmation. Do not 
send offer letter until this has been completed. 

iii. Please attach the completed final determination email from ISS or the requisition number. 
iv. Send the Overview of Immigration Sponsorship document to the candidate. 

3. Does the candidate have a Ph.D.? Yes No 
• If No, does the offered position have a Ph.D. contingency? If it does, please be sure the offer 

letter contains description from template for Ph.D. not yet earned. 
• If No, and there is no Ph.D. contingency, does the candidate hold the appropriate terminal 

degree, as advertised with the position? Identify that appropriate terminal degree here: 

4. Is this a tenure track position? Yes No 
• If Yes, please be sure the penultimate year is calculated correctly - in most cases for an 

assistant professor, the penultimate year is calculated by adding 5 years to the year in which 
the tenure clock started (e.g., if start date is Fall 2023, tenure would be considered in the 
2028-2029 AY). 

5. Is this an administrative position? Yes No 
• If Yes, use the correct internal/external letter template for the administrative position. 

6. Is this a revision to a previous offer letter? Yes No 
• If Yes, add this sentence to the first paragraph: “This offer supersedes the letter dated [Insert 

date].” 

Items needing prior approval (7-13). Attach signed approval memo(s) to offer letter-related email. 

7. Is moving allowance >$15,000? Yes No 
8. Is the position FY? Yes No 
9. Is an administrative supplement offered? Yes No 
10. Was a search waiver approved for this position? Yes No 
11. Is this a dual-career assistance program hire? Yes No 
12. Are you hiring with tenure? Yes No 
13. Is this a named/distinguished professorship? Yes No 

If Yes to one or more item(s) in 7-13, prepare the needed information to justify each item being requested (see 
page 2 of this document). Requests for 7-9 can go in one memo. Route request memos for 7-13 to 
approvalsofficeoftheprovost@purdue.edu. 

Route to Provost (aklutzk@purdue.edu): Tenured/Tenure Track, Clinical, and Visiting Faculty Offer Letters 
Route to EVPR (ssampsel@purdue.edu): Research Faculty Offer Letters 
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Information needed in requests for items needing prior approval (7-13). Note: requests for items 7-9 can be 
combined into one memo, but separate request memos must be sent for items 10-13. Route request memos for 
7-13 to approvalsofficeoftheprovost@purdue.edu.  After your prior approval items have been approved by the 
responsible party in the Provost’s office, attach the signed approval memo(s) to the offer letter-related email. Please 
note that all search waivers also require OIE approval, and research faculty approvals must include the EVPR. 

7. Moving allowance >$15,000: A short justification for moving allowance in excess of $15,000. 

8. FY position: A justification for need of FY appointment versus AY position. 

9. Administrative supplement: A justification for administrative supplement tied to position being offered. 
The guidelines and procedures for administrative supplements can be found here. 

10. Search waivers: Search waivers are required for the small set of circumstances in which faculty 
appointments may be made without going through the standard search procedures, as described in the 
Recruit Excellent Faculty: A Practical Guide. Search waivers require approval from multiple university offices: 
1) the department and dean; 2) the Provost (for tenure-track and clinical faculty) or the EVPR (for research 
faculty); and 3) OIE. 

11. Dual career assistance program: The dual career assistance program offered by the Office of the Provost 
provides assistance to spouses and partners of faculty members who are seeking faculty and non-faculty 
appointments at Purdue. The program guidelines are updated annually, and are available here: 
www.purdue.edu/provost/faculty/initiatives/dual-career.html. 

12. Hiring with tenure: Tenure is a matter of policy and is fundamentally a system of faculty review. The policy 
governing tenure is here: Academic Tenure and Promotion (I.B.2). The associated Procedures for Granting 
Academic Tenure and Promotion provide detailed steps for the process. To award tenure with an offer of 
employment, an endorsement by either the primary or area committee is needed, as well as a 
recommendation by the dean. In the request memo to the Provost, describe the details of the process used 
for evaluating the candidate for tenure. Also send along the results of the primary/area committee vote, the 
candidate’s full CV, and the external letters that supported the hire. 

13. Named/distinguished professorship: Policy VI.C.1 establishes the framework for awarding and 
compensating Distinguished Professors and Named Professors, and the separate procedures for awarding 
these positions must be followed. In the request memo to the Provost, describe the details of the process 
used for evaluating the candidate for the Named or Distinguished position. Additionally: 

a. For Named Professorships, also send along the college/school review team’s recommendation, a 
two- to three-page condensed CV, the full CV, and at least five letters of support (from esteemed 
colleagues from distinct, distinguished universities and programs outside of Purdue). 

b. For Distinguished Professorships, also send along the candidate’s full CV, at least five letters of 
support (from esteemed colleagues from distinct, distinguished universities and programs outside 
of Purdue), the results of the primary/area committee vote, and the names of five Distinguished 
Professors to serve as a special committee tasked with evaluating whether the candidate should 
receive the distinction. Refer to the policy and procedures for additional steps in the approval of 
Distinguished Professorships. 
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