(INSERT UNIT LETTERHEAD)



Date:

To:		Anupma Prakash, Provost and Executive Vice Chancellor

Through:	Margo Griffith, Director, UAHR Talent Acquisition

From:		Dean/Director Name, Dean/Director Title, Academic/Research Unit Name

Re:		Request for Faculty Direct Appointment [Employee Name, UA ID]
		[TKL, PCN, Position Title, PD number]





Memo needs to include the following:

· Justification for direct hire
· Brief background of candidate
· Proposed salary (refer to the approved JRF salary range or initial salary placement)
· CIP code 
· Attached CV to the direct hire memo

Prior to submission: 

Refer to faculty with the appropriate prefixes (i.e., Dr. Mr./Ms.)
Check all grammatical errors, spelling, etc. 





Cc:	Director for Labor Relations, UAHR 
	Senior HR Business Partner for UAF
	Director for Compensation, UAHR
	Faculty Services Manager, Provost’s Office 


*Submit this direct hire memo with the Job Request Form (JRF)

INSERT ACADEMIC/RESEARCH UNIT FOOTER

