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A. Initiating a Search for Regular Faculty(Tenure-Track, Lecturer and 
Senior Lecturer) 

The Department and the Dean propose a position to the Provost. After the Provost approves the 
position be filled, the Department submits a Hiring Plan to BMFA.  

 

Required in the search request are: 

1. Cover memo signed by the Department Chair 
2. Hiring Plan – identifies the search committee and includes the plan of action, advertising 

strategy, and AA compliance strategy 
3. Job description 
4. Sample advertisement 
5. Sample recruitment letter 
6. FPA, signed by the Department Chair 

 

Routing the Search Request through the Authorization Process 

1. The Department submits the Hiring Plan to the BMFA Office. 

2. The BMFA Office routes the Hiring Plan to the following individuals: 

a. Associate Dean for Academic Affairs (signs the FPA)  
b. Director of Strategic Planning  
c. Faculty Personnel (assigns an FPA number) 
d. Associate Provost and Director of Institutional Diversity (signs the FPA) 
e. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy) (signs the FPA) 
f. BMFA notifies the Department of search approval 

3.  The BMFA Office posts the search on the BMFA website. 

4. The Department advertises the search, accepts applications, and selects candidates to 
interview. (All account inquiries for advertising funds should be directed to the Director of 
Strategic Planning and Analysis). 

5. The Department submits an Interim Pool Report and Short-List to BMFA. 

Back to TOC 

http://bms.brown.edu/omfa/procedure/forms/FPA_Form.pdf
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B. Interim Pool Report and-List for Regular Faculty Searches (Tenure-
Track, Lecturer and Senior Lecturer) 

The Department conducts the search and selects candidates to interview. The Department prepares 
an Interim Pool Report and Short-List to request approval for candidate interviews. 

 

Required in the Interim Pool Report and Short-List are: 

1. Cover memo from the Search Committee Chair – including search progress, selection of a short-
list of candidates, and justification for each candidate 

2. An Affirmative Action analysis of the applicant pool and short-list candidate pool 
3. The Applicant Log (template in html or MS Word) 
4. For each proposed short-list candidate, include: 

a. CV 
b. Application Cover Letter 
c. Letters of Recommendation 

i. Three (3) letters for each junior position candidate are required at the time of 
Interim Pool Report submission.  

ii. For senior position candidates, letters are not required with Interim Pool Report 
submission; however, any received by the time the Interim Pool Report is 
submitted should be included. 

5. If the short-list of female and/or minority proportions are less than the applicant pool 
proportions, include the following for the top three female and top three minority applicants: 

a. Justification why they are not suitable for further consideration  
b. CV 
c. Application Cover Letter 

d. Letters of Recommendation  

 

Routing the Interim Pool Report through the Authorization Process 

1. The Department submits the Interim Pool Report and Short-List to the BMFA Office. 

2. The BMFA Office generates a memo of support and routes the Interim Pool Report and Short-
List to the following individuals: 

a. Associate Dean for Academic Affairs (initials the memo of support)  
b. Associate Provost & Director of Institutional Diversity 
c. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy) 

3. The BMFA Office sends a copy of the Interim Pool Report and Short-List to Faculty Personnel 
and notifies the Department Manager of approval to invite candidates to interview. 

Back to TOC 

http://www.brown.edu/Administration/Dean_of_the_Faculty/docs/AppLog.html
http://www.brown.edu/Administration/Dean_of_the_Faculty/docs/ApplicantLog.doc
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A. Search-Selected Regular Junior Faculty Positions (Tenure-Track and 
Lecturer) 

The Department selects a finalist and prepares the candidate’s appointment dossier to submit to 
the BMFA Office.  

  

Required in the dossier are: 

1. Cover memo from the Department Chair and/or Search Committee Chair (including search and 
selection process) 

2. The AA Compliance Report (AACR), signed by the Department Chair on page 4. 
3. CV in Brown format 
4. Three (3) Letters of Recommendation 

 

Routing the Candidate Dossier ÁÎÄ $ÅÁÎȭÓ ,ÅÔÔÅÒ through the Authorization Process 

1. The Department submits the finalist’s dossier to the BMFA Office.  

2. The BMFA Office generates a memo of support and routes it with the finalist’s dossier to the 
following individuals: 

a. Associate Dean for Academic Affairs (signs the memo of support and pg. 4 of the AACR) 
b. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy)  
c. Associate Provost & Director of Institutional Diversity (signs pg. 4 of the AACR) 
d. Executive Dean for Administration  
e. Dean of Medicine and Biological Sciences (signs the memo of support and pg. 4 of the 

AACR) 

3. Once the Dean of Medicine and Biological Sciences has interviewed the candidate and signed 
the AACR, the BMFA Office will notify the department that full approval for this candidate has 
been received and negotiations can begin. 

4. The Department Chair, the Associate Dean of Biology or the Associate Dean of Medicine (Public 
Health and Public Policy), and the Director of Strategic Planning and Analysis negotiate an offer 
with the candidate, compile a Summary of Commitments detailing the negotiated details of the 
offer, and forward this Summary of Commitments to the BMFA Office for generation of a Dean’s 
Letter.    

5. The BMFA Office prepares a Dean’s Letter, which is routed to the following individuals: 

a. Associate Dean for Academic Affairs 
b. Director of Strategic Planning 
c. Associate Dean of Biology or Associate Dean of Medicine (Public Health and Public 

Policy) 
d. Executive Dean for Administration 
e. Dean of Medicine and Biological Sciences (signs the Dean’s Letter) 

http://www.brown.edu/Administration/Dean_of_the_Faculty/docs/EEOAAFCR.pdf
http://brown.edu/web/playpen/dof/policies/policies-faculty.html#cv
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6. The Dean’s Letter is routed to the BMFA Office, where it is mailed overnight express with policy 
information to the candidate, copies are distributed, and the Department is notified that it is in 
the mail. 

7. The candidate signs the Dean’s letter and returns it to the Faculty Personnel Office.  The Faculty 
Personnel Office notifies the BMFA Office, the Dean of the Faculty, and the Department Chair of 
the candidate’s acceptance and forwards to the BMFA Office a copy of the signed acceptance 
letter.  

8. The BMFA Office notifies the Department Manager that the candidate has accepted and sends a 
copy of the signed acceptance letter to the Department Manager. 

9. The Department sends a PAF to the BMFA Office. The BMFA Office routes the PAF and a copy of 
the acceptance letter to BioMed Financial Services. 

10. BioMed Financial Services reviews and signs the PAF, then routes the PAF to Human Resources. 

11. The new faculty member I-9’s at Human Resources within 3 business days of the start of 
appointment. 

Back to TOC  
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B. Search-Selected Non-Regular Junior Faculty Positions 

The Department selects a finalist and prepares the candidate’s appointment dossier to submit to 
the BMFA Office.  

  

Required in the dossier are: 

1. Cover memo from the Department Chair and/or Search Committee (including search and 
selection process) 

2. The AA Compliance Report (AACR), signed by the Department Chair on page 4. 
3. CV 
4. Three (3) Letters of Recommendation. 

 

Routing the Candidate Dossier and Appointment Letter through the Authorization Process 

1. The Department submits the finalist’s dossier to the BMFA Office.  

2. The BMFA Office generates a memo of support and routes it with the finalist’s dossier to the 
following individuals: 

a. Associate Dean for Academic Affairs (signs the memo of support and pg. 4 of the AACR)  
b. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy)  
c. Associate Provost & Director of Institutional Diversity (signs page 4 of the AACR) 
d. Executive Dean for Administration 
e. Dean of Medicine and Biological Sciences (signs the memo of support and pg. 4 of the 

AACR)  

3. The Department Chair, the Associate Dean of Biology or the Associate Dean of Medicine (Public 
Health and Public Policy), and the Director of Strategic Planning and Analysis negotiate an offer 
with the candidate, compile a Summary of Commitments detailing the negotiated details of the 
offer, and forward this Summary of Commitments to the BMFA Office for generation of an 
appointment letter.    

4. The BMFA Office generates an appointment letter and routes it to the following individuals for 
review: 

a. Associate Dean for Academic Affairs  
b. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy) 
c. Executive Dean for Administration 
d. Dean of Medicine and Biological Sciences (signs the appointment letter) 

5. The BMFA Office sends the original appointment letter with policy information to the 
Department Manager to forward to the new hire and copies are distributed by BMFA.  

6. The Department Manager mails the original letter and copy with policy information to the 
candidate, and sends a PAF to the BMFA Office.  

7. The candidate sends a signed acceptance letter to the BMFA Office.  

http://www.brown.edu/Administration/Dean_of_the_Faculty/docs/EEOAAFCR.pdf
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8. The BMFA Office notifies the Department of receipt of the signed acceptance letter and sends a 
copy to the Department. 

9. The BMFA Office copies the PAF and routes the original with a copy of the acceptance letter to 
BioMed Financial Services. 

10. BioMed Financial Services reviews and signs the PAF, then routes the PAF to Human Resources. 

11. The new faculty member I-9’s at Human Resources within 3 business days of the start of 
appointment. 

Back to TOC  
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C. Search-Selected Regular Senior Faculty Positions (Tenure-Track and 
Senior Lecturer) 

The Department selects a finalist and prepares a TPAC dossier of the candidate to submit to the 
BMFA Office.   

  

Required in the dossier are: 

1. The TPA Checklist for appointments (and all relevant supporting documents identified on the 
list) 

2. Cover memo from the Department Chair (refer to the TPAC Checklist for specific details to 
include in memo) 

3. Departmental review of teaching, scholarship, and service (refer to the TPAC Checklist for    
specific details) 

4. Candidate’s current CV in Brown format 
5. Departmental correspondence relevant to the appointment (including requests sent to external 

referees) 
6. Departmental meeting minutes 
7. Five (5) Letters of Recommendation (refer to the TPAC Checklist for specific details on 

qualifying recommendations) 
8. Brief Biographies of External Referees  
9. Candidate’s Statement 
10. Department Standards and Criteria 
11. Copies of Actual Publications 

12. The AA Compliance Report (AACR), signed by the Chair on page 4. 

 

Routing the Candidate Dossier ÁÎÄ $ÅÁÎȭÓ ,ÅÔÔÅÒ through the Authorization Process 

1. The Department submits the complete TPAC dossier to the BMFA Office. 

2. The BMFA Office generates a memo of support and routes it to the following individuals: 

a. Associate Dean for Academic Affairs (signs the memo of support and page 4 of the 
AACR) 

b. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 
Policy)  

c. Associate Provost & Director of Institutional Diversity (signs pg. 4 of AACR) 
d. Executive Dean for Administration 
e. Dean of Medicine and Biological Sciences (signs the memo of support and page 4 of the 

AACR) 
f. Faculty Personnel (to be calendared for TPAC review)  

3. When appropriate, the Department is instructed by the BMFA Office to make 12 copies of the 
TPAC dossier and a cd and submit to Faculty Personnel. 

4. If the appointment is approved by the TPA Committee and Provost, the BMFA Office notifies the 
Department that negotiations may begin with the candidate.  

http://www.brown.edu/Administration/Dean_of_the_Faculty/forms/documents/TPACchecklist11.4.08.pdf
http://brown.edu/web/playpen/dof/policies/policies-faculty.html#cv
http://www.brown.edu/Administration/Dean_of_the_Faculty/docs/EEOAAFCR.pdf
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5. The Department Chair, the Associate Dean of Biology or the Associate Dean of Medicine (Public 
Health and Public Policy), and the Director of Strategic Planning and Analysis negotiate an offer 
with the candidate; compile a Summary of Commitments detailing the negotiated details of the 
offer; and forward this Summary of Commitments to the BMFA Office for generation of a Dean’s 
Letter. 

6. The BMFA Office prepares a Dean’s Letter, which is routed to the following individuals for 
review: 

a. Associate Dean for Academic Affairs 
b. Director of Strategic Planning and Analysis 
c. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy)  
d. Executive Dean for Administration 
e. Dean of Medicine and Biological Sciences (signs the Dean’s Letter) 

7. Once the Dean’s Letter is signed by the Dean, it is routed to the BMFA Office, where it is mailed 
overnight express with policy information to the candidate, copies are distributed, and the 
Department is notified that it is in the mail. 

8. The candidate accepts by returning to the Faculty Personnel Office a signed copy of the Dean’s 
letter by the specified date in the letter. The Faculty Personnel Office notifies by email to the 
BMFA Office, the Dean of the Faculty, and the Department Chair of the candidate’s acceptance 
and forwards to the BMFA Office a copy of the acceptance letter signed by the candidate.  

9. The BMFA Office notifies the Department Manager that the candidate has accepted and sends a 
copy of the signed acceptance letter to the Department Manager. 

10. The Department sends a PAF to the BMFA Office. The BMFA Office routes the PAF and a copy of 
the acceptance letter to BioMed Financial Services. 

11. BioMed Financial Services reviews and signs the PAF, then routes the PAF to Human Resources. 

12. The new faculty member I-9’s at Human Resources within 3 business days of the start of 
appointment. 

Back to TOC  
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D. Search-Selected Non-Regular Senior Faculty Positions ɀ (Research) 
and (MBL) Appointments 

The Department ranks the short-list candidates, selects a finalist, and prepares a TPAC dossier of 
the candidate to submit to the BMFA Office.  The appointment process is the same as that for a 
search-selected regular senior faculty. 

 

Required in the dossier are: 

13. The TPA Checklist for appointments (and all relevant supporting documents identified on the 
list) 

1.  (and all relevant supporting documents identified on the list) 
2. Cover memo from the Department Chair (refer to the TPAC Checklist for specific details to 

include in memo) 
3. Departmental review of teaching, scholarship, and service (refer to the TPAC Checklist for    

specific details) 
4. Candidate’s current CV in Brown format 
5. Departmental correspondence relevant to the appointment (including requests sent to external 

referees) 
6. Departmental meeting minutes 
7. Five (5) Letters of Recommendation (refer to the TPAC Checklist for specific details on 

qualifying recommendations) 
8. Brief Biographies of External Referees  
9. Candidate’s Statement 
10. Department Standards and Criteria 
11. Copies of Actual Publications 

12. The AA Compliance Report (AACR), signed by the Chair on page 4. 

 

Routing the Candidate Dossier ÁÎÄ $ÅÁÎȭÓ ,ÅÔÔÅÒ through the Authorization Process 

1. The Department submits the complete TPAC dossier to the BMFA Office. 

2. The BMFA Office generates a memo of support and routes it to the following individuals: 

a. Associate Dean for Academic Affairs (signs the memo of support and page 4 of the 
AACR) 

b. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 
Policy)  

c. Associate Provost & Director of Institutional Diversity (signs page 4 of the AACR) 
d. Executive Dean for Administration 
e. Dean of Medicine and Biological Sciences (signs the memo of support and page 4 of the 

AACR) 
f. Faculty Personnel (to be calendared for TPAC review, Provost review, and final approval 

of the appointment) 

3. The Department is instructed by the BMFA Office to make 12 copies of the TPAC dossier and a 
cd, in either Word or PDF format.  

http://www.brown.edu/Administration/Dean_of_the_Faculty/forms/documents/TPACchecklist11.4.08.pdf
http://brown.edu/web/playpen/dof/policies/policies-faculty.html#cv
http://www.brown.edu/Administration/Dean_of_the_Faculty/docs/EEOAAFCR.pdf
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4. If the appointment is approved by TPAC and Provost, the BMFA Office notifies the Department 
that negotiations may begin with the candidate once that interview is comp, when appropriate.  

5. The Department Chair, the Associate Dean of Biology or the Associate Dean of Medicine (Public 
Health and Public Policy), and the Director of Strategic Planning and Analysis negotiate an offer 
with the candidate, compile a Summary of Commitments detailing the negotiated details of the 
offer, and forward this Summary of Commitments to the BMFA Office for generation of a Dean’s 
Letter.    

6. The BMFA Office prepares a Dean’s Letter, which is routed to the following individuals: 

a. Associate Dean for Academic Affairs 
b. Director of Strategic Planning 
c. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy)  
d. Executive Dean for Administration 
e. Dean of Medicine and Biological Sciences (signs the Dean’s Letter) 

7. Once the Dean’s Letter is signed by the Dean, it is routed to the BMFA Office, where it is mailed 
overnight express with policy information to the candidate, copies are distributed, and the 
Department is notified that it is in the mail. 

8. The candidate accepts the appointment offer by signing and returning the Dean’s letter to the 
BMFA Office.   

9. The BMFA Office notifies the Department Chair and Manager that the candidate has accepted 
and sends a copy of the signed acceptance letter to the Department Manager. 

10. The Department sends a PAF to the BMFA Office. The BMFA Office routes the PAF and a copy of 
the signed acceptance letter to BioMed Financial Services. 

11. BioMed Financial Services reviews and signs the PAF, then routes the PAF to Human Resources. 

12. The new faculty member I-9’s at Human Resources within 3 business days of the start of 
appointment. 

Back to TOC  



II. Appointment Process 
  
  

smm/jm   14  

Back to TOC  

E. Pre-Selected Regular Junior Faculty Positions (Tenure-Track and 
Lecturer) 

The Department submits an appointment dossier to the BMFA Office for a pre-selected candidate. 

  

Required in the dossier are: 

1. Cover memo from the Department Chair with clear justification for a pre-selected, rather than 
search-selected, hire 

2. CV 
3. Three (3) Letters of Recommendation  
4. FPA, signed by the Department Chair 

 

Routing the Candidate Dossier ÁÎÄ $ÅÁÎȭÓ ,ÅÔÔÅÒ through the Authorization Process 

1. The Department submits the candidate appointment dossier to the BMFA Office.  

2. The BMFA Office generates a memo of support and routes it with the dossier to the following 
individuals: 

a. Associate Dean for Academic Affairs (signs the FPA and memo of support)  
b. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy) 
c. Associate Provost & Director of Institutional Diversity (signs the FPA) 
d. Executive Dean for Administration 
e. Dean of Medicine and Biological Sciences (signs the FPA and memo of support) 

3. The BMFA Office notifies the Department that negotiations may begin with the candidate. 

4. The Department Chair, the Associate Dean of Biology or the Associate Dean of Medicine (Public 
Health and Public Policy), and the Director of Strategic Planning and Analysis negotiate an offer 
with the candidate, compile a Summary of Commitments detailing the negotiated details of the 
offer, and forward this Summary of Commitments to the BMFA Office for generation of a Dean’s 
Letter.    

5. The BMFA Office prepares a Dean’s Letter, which is routed to the following individuals: 

a. Associate Dean for Academic Affairs 
b. Director of Strategic Planning 
c. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy)  
d. Executive Dean for Administration 
e. Dean of Medicine and Biological Sciences (signs the Dean’s Letter) 

6. The Dean’s Letter is routed to the BMFA Office, where it is mailed overnight express with policy 
information to the candidate, copies are distributed, and the Department is notified that it is in 
the mail. 

http://bms.brown.edu/omfa/procedure/forms/FPA_Form.pdf
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7. The candidate accepts the appointment offer by signing and returning the Dean’s Letter to the 
Faculty Personnel Office. The Faculty Personnel Office notifies the BMFA Office, the Dean of the 
Faculty, and the Department Chair of the candidate’s acceptance and forwards to the BMFA 
Office a copy of the signed acceptance letter.  

8. The BMFA Office notifies the Department Manager that the candidate has accepted and sends a 
copy of the signed acceptance letter to the Department Manager. 

9. The Department sends a PAF to the BMFA Office. The BMFA Office routes the PAF and a copy of 
the acceptance letter to BioMed Financial Services. 

10. BioMed Financial Services reviews and signs the PAF, then routes the PAF to Human Resources. 

11. The new faculty member I-9’s at Human Resources within 3 business days of the start of 
appointment. 

Back to TOC  
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F. Pre-Selected Non-Regular Junior Faculty and Affiliated 
Appointments  
(Assistant Professor (Research), Assistant Professor (MBL), Adjunct faculty, Visiting 
faculty, Investigators, Research Associates, Teaching Associates) 

The Department submits an appointment dossier to the BMFA Office for a pre-selected candidate. 
 
Required in the dossier are: 

1. Cover memo from the Department Chair with clear justification for a pre-selected, rather than 
search-selected, hire 

2. CV 
3. Three (3) Letters of Recommendation (not required for adjuncts/visiting) 
4. FPA, signed by the Department Chair (not required for visiting scientists/scholars)                     

5. PAF 
  
Routing the Candidate Dossier and Appointment Letter through the Authorization Process 
1. The Department submits the appointment dossier to the BMFA Office.  

2. The BMFA Office confirms funding availability if Brown paid; generates a memo of support and 
appointment letter; and routes the dossier for approval to the following individuals: 

a. Associate Dean for Academic Affairs (signs the FPA and memo of support) 
b. Associate Dean of Biology or Associate Dean of Medicine (Public Health and Public 

Policy)  
c. Associate Provost & Director of Institutional Diversity (signs the FPA)   
d. Executive Dean for Administration 
e. Dean of Medicine and Biological Sciences (signs the FPA, memo of support, and 

appointment letter) 

3. The BMFA Office sends the original appointment letter with policy information to the 
Department Manager to forward to the new hire and copies are distributed by BMFA.  

4. The Department Manager mails the original letter and copy with policy information to the new 
hire, who signs and returns the acceptance letter to the BMFA Office. 

5. The candidate accepts the appointment offer by signing and returning the Dean’s Letter to the 
Faculty Personnel Office. The Faculty Personnel Office notifies the BMFA Office, the Dean of the 
Faculty, and the Department Chair of the candidate’s acceptance and forwards to the BMFA 
Office a copy of the signed acceptance letter.  

6. The BMFA Office notifies the Department of receipt of the signed acceptance letter and sends a 
copy to the Department. 

7. Brown-paid PAFs and copies of acceptance letters are forwarded by BMFA to BioMed Financial 
Services and non-Brown-paid PAFs to the BMFA Data Coordinator. BioMed Financial Services 
reviews and signs the Brown-paid PAF, then routes it to Human Resources. The BMFA Data 
Coordinator enters non-Brown paid PAF data into the Human Resources database. 

8. The new faculty member I-9’s at Human Resources within 3 business days of the start of 
appointment. 

http://bms.brown.edu/omfa/procedure/forms/FPA_Form.pdf
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G. Pre-Selected Regular Senior Faculty Positions (Tenure-Track and 
Senior Lecturer) 

The Department prepares a TPAC dossier of the pre-selected senior candidate to submit to the 
BMFA Office.   

  

Required in the dossier are: 

1. TPA Checklist for appointments (Lists all supporting documents to include in the dossier)  
2. Cover memo from the Department Chair with clear justification for a pre-selected, rather than 

search-selected, hire (refer to the TPAC Checklist for specific details to include in memo) 
3. Departmental review of teaching, scholarship, and service (refer to the TPAC Checklist for 

specific details) 
4. Candidate’s current CV in Brown format 
5. Departmental correspondence relevant to the appointment (including requests sent to external 

referees) 
6. Departmental meeting minutes 
7. Five (5) Letters of Recommendation (refer to the TPAC Checklist for specific details on 

qualifying recommendations) 
8. Brief Biographies of External Referees  
9. Candidate’s Statement 
10. Department Standards and Criteria 
11. Copies of Actual Publications 

12. FPA, signed by the Department Chair 

 

Routing the Candidate Dossier ÁÎÄ $ÅÁÎȭÓ ,ÅÔÔÅÒ through the Authorization Process 

1. The Department submits the complete TPAC dossier to the BMFA Office. 

2. The BMFA Office reviews the dossier and generates a memo of support and routes it to the 
following individuals:  

a. Associate Dean for Academic Affairs (signs the memo of support and the FPA) 
b. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy)  
c. Associate Provost & Director of Institutional Diversity (signs the FPA) 
d. Executive Dean for Administration 
e. Dean of Medicine and Biological Sciences (signs the memo of support and the FPA)  
f. Faculty Personnel (to be calendared for TPAC review) 

3. The Department is instructed by the BMFA Office to make 12 copies of the TPAC dossier and a 
cd, in either Word or PDF format. 

4. Upon approval by TPAC and the Provost, the BMFA Office informs the department that they 
may begin negotiations with the recruit.  

5. The Department Chair, the Associate Dean of Biology or the Associate Dean of Medicine (Public 
Health and Public Policy), and the Director of Strategic Planning negotiate an offer with the 

http://www.brown.edu/Administration/Dean_of_the_Faculty/forms/documents/TPACchecklist11.4.08.pdf
http://brown.edu/web/playpen/dof/policies/policies-faculty.html#cv
http://bms.brown.edu/omfa/procedure/forms/FPA_Form.pdf
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candidate, compile a Summary of Commitments detailing the negotiated details of the offer, and 
forward this Summary to the BMFA Office for generation of a Dean’s Letter. 

6. The BMFA Office prepares a Dean’s Letter, which is routed to the following individuals for 
review: 

a. Associate Dean for Academic Affairs 
b. Director of Strategic Planning 
c. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy) 
d. Executive Dean for Administration 
e. Dean of Medicine and Biological Sciences (signs the Dean’s Letter) 

7. Once the Dean’s Letter is signed, it is routed to the BMFA Office, where it is mailed overnight 
express with policy information to the candidate, copies are distributed, and the Department is 
notified that it is in the mail. 

8. The candidate accepts by returning to the Faculty Personnel Office a signed copy of the Dean’s 
letter by the specified date in the letter. The Faculty Personnel Office notifies by email to the 
BMFA Office, the Dean of the Faculty, and the Department Chair of the candidate’s acceptance 
and forwards to the BMFA Office a copy of the acceptance letter signed by the candidate.  

9. The BMFA Office notifies the Department Manager that the candidate has accepted and sends a 
copy of the signed acceptance letter to the Department. 

10. The Department sends a PAF of the new hire to the BMFA Office. The BMFA Office routes the 
PAF and a copy of the acceptance letter to BioMed Financial Services. 

11. BioMed Financial Services reviews and signs the PAF, then routes the PAF to Human Resources. 

12. The new faculty member I-9’s at Human Resources within 3 business days of the start of 
appointment. 

Back to TOC  
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H. Pre-Selected Non-Regular Senior Faculty Positions  
(Senior rank (Research) and (MBL)) 

The Department prepares a TPAC dossier of a pre-selected senior-level non-regular candidate to 
submit to the BMFA Office. 

 

Required in the dossier are: 

1. TPA Checklist for appointments (Lists all supporting documents to include in the dossier)  
2. Cover memo from the Department Chair with clear justification for a pre-selected, rather than 

search-selected, hire (refer to the TPAC Checklist for specific details to include in memo) 
3. Departmental review of teaching, scholarship, and service (refer to the TPAC Checklist for 

specific details) 
4. Candidate’s current CV in Brown format 
5. Departmental correspondence relevant to the appointment (including requests sent to external 

referees) 
6. Departmental meeting minutes 
7. Five (5) Letters of Recommendation (refer to the TPAC Checklist for specific details on 

qualifying recommendations) 
8. Brief Biographies of External Referees  
9. Candidate’s Statement 
10. Department Standards and Criteria 
11. Copies of Actual Publications 

12. FPA, signed by the Department Chair 

 

Routing the Candidate Dossier ÁÎÄ $ÅÁÎȭÓ ,ÅÔÔÅÒ through the Authorization Process 

1. The Department submits the complete TPAC dossier to the BMFA Office. 

2. The BMFA Office generates a memo of support and routes it to the following individuals: 

a. Associate Dean for Academic Affairs (signs the memo of support and the FPA)  
b. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy)  
c. Executive Dean for Administration 
d. Dean of Medicine and Biological Sciences (signs the memo of support and the FPA)  
e. Faculty Personnel (to be calendared for TPAC review) 

3. The Department is instructed by the BMFA Office to make 12 copies of the TPAC dossier and a 
cd, in either Word or PDF format.  

4. If the appointment is approved by TPAC and Provost, the BMFA Office notifies the Department 
that negotiations may begin with the candidate.  

5. The Department Chair, the Associate Dean of Biology or the Associate Dean of Medicine (Public 
Health and Public Policy), and the Director of Strategic Planning negotiate an offer with the 
candidate, compile a Summary of Commitments detailing the negotiated details of the offer, and 
forward this Summary to the BMFA Office for generation of a Dean’s Letter. 

http://www.brown.edu/Administration/Dean_of_the_Faculty/forms/documents/TPACchecklist11.4.08.pdf
http://brown.edu/web/playpen/dof/policies/policies-faculty.html#cv
http://bms.brown.edu/omfa/procedure/forms/FPA_Form.pdf
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6. The BMFA Office prepares a Dean’s Letter, which is routed to the following individuals: 

a. Associate Dean for Academic Affairs 
b. Director of Strategic Planning 
c. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy)  
d. Executive Dean for Administration 
e. Dean of Medicine and Biological Sciences (signs the Dean’s Letter) 

7. The Dean’s Letter is routed to the BMFA Office, where it is mailed overnight express with policy 
information to the candidate, copies are distributed, and the Department is notified that it is in 
the mail. 

8. The candidate accepts by returning a signed Dean’s Letter to the Faculty Personnel Office. The 
Faculty Personnel Office notifies the BMFA Office, the Dean of the Faculty, and the Department 
Chair of the candidate’s acceptance and forwards to the BMFA Office a copy of the signed 
acceptance letter.  

9. The BMFA Office notifies the Department Manager that the candidate has accepted and sends a 
copy of the signed acceptance letter to the Department. 

10. The Department sends a PAF to the BMFA Office. The BMFA Office routes the PAF with a copy of 
the acceptance letter to BioMed Financial Services. 

11. BioMed Financial Services reviews and signs the PAF, then routes the PAF to Human Resources. 

12. The new faculty member I-9’s at Human Resources within 3 business days of the start of 
appointment. 

Back to TOC  
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II..  PPrree--SSeelleecctteedd  NNoonn--RReegguullaarr  SSeenniioorr  FFaaccuullttyy  PPoossiittiioonnss  

((SSeenniioorr  RRaannkk  AAddjjuunncctt  aanndd  VViissiittiinngg))  
  

TThhee  DDeeppaarrttmmeenntt  ssuubbmmiittss  aann  aappppooiinnttmmeenntt  ddoossssiieerr  ttoo  tthhee  BBMMFFAA  OOffffiiccee  ffoorr  aa  pprree--sseelleecctteedd  ccaannddiiddaattee..  

 

Required in the dossier are: 

6. Cover memo from the Department Chair with clear justification for a pre-selected, rather than 
search-selected, hire 

7. CV 
8. Three (3) Letters of Recommendation (not required for adjuncts/visiting) 
9. FPA, signed by the Department Chair (not required for visiting scientists/scholars)                     

10. PAF 

Routing the Candidate Dossier and Appointment Letter through the Authorization Process 

9. The Department submits the appointment dossier to the BMFA Office.  

10. The BMFA Office confirms funding availability if Brown paid; generates a memo of support and 
appointment letter; and routes the dossier for approval to the following individuals: 

f. Associate Dean for Academic Affairs (signs the FPA and memo of support) 
g. Associate Dean of Biology or Associate Dean of Medicine (Public Health and Public 

Policy)  
h. Associate Provost & Director of Institutional Diversity (signs the FPA), (adjunct 

appointments only) 
i. Executive Dean for Administration 
j. Dean of Medicine and Biological Sciences (signs the FPA, memo of support, and 

appointment letter) 

11. The BMFA Office sends the original appointment letter with policy information to the 
Department Manager to forward to the new hire and copies are distributed by BMFA.  

12. The Department Manager mails the original letter and copy with policy information to the new 
hire, who signs and returns the acceptance letter to the BMFA Office. 

13. The candidate accepts the appointment offer by signing and returning the Dean’s Letter to the 
Faculty Personnel Office. The Faculty Personnel Office notifies the BMFA Office, the Dean of the 
Faculty, and the Department Chair of the candidate’s acceptance and forwards to the BMFA 
Office a copy of the signed acceptance letter.  

14. The BMFA Office notifies the Department of receipt of the signed acceptance letter and sends a 
copy to the Department. 

15. Brown-paid PAFs and copies of acceptance letters are forwarded by BMFA to BioMed Financial 
Services and non-Brown-paid PAFs to the BMFA Data Coordinator. BioMed Financial Services 
reviews and signs the Brown-paid PAF, then routes it to Human Resources. The BMFA Data 
Coordinator enters non-Brown paid PAF data into the Human Resources database. 

16. The new faculty member I-9’s at Human Resources within 3 business days of the start of 
appointment. 

http://bms.brown.edu/omfa/procedure/forms/FPA_Form.pdf
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A. Regular Faculty (Tenure-Track, Lecturer and Senior Lecturer) and 
(MBL) or (Research) Faculty For Terms of 2ÅÁÐÐÏÉÎÔÍÅÎÔ І ρ 9ear 

The Department prepares a TPAC dossier for Regular, (MBL), and (Research) faculty who are due 
for reappointment to submit to the BMFA Office. 

 

Required in the Faculty Reappointment Dossier are: 

1. TPA Reappointment Checklist for reappointments (and all supporting documents identified on 
the list) 

2. Cover memo from the Department Chair (refer to the TPAC Checklist for specific details to 
include in memo) 

3. Waiver of faculty member’s right to appear before the Department, if no such appearance is 
desired 

4. Departmental review of teaching, scholarship, and service (refer to the TPAC Checklist for 
specific details) 

5. Faculty member’s current CV in Brown format 
6. Departmental annual reviews  
7. Departmental meeting minutes 
8. Candidate’s Statement 
9. Department Standards and Criteria 
10. Copies of actual publications since last appointment 

11. Copies of teaching evaluations for all courses taught since last appointment (For faculty who 
teach Medical School courses, TPAC requires a blank teaching evaluation questionnaire to be 
submitted for each course. To obtain these questionnaires, please contact the originating 
department of the course.) 

 

Routing the Faculty Reappointment Dossier through the Authorization Process 

1. The Department submits the complete dossier to the BMFA Office. 

2. The BMFA Office generates a memo of support and routes it to the following individuals: 

a. Associate Dean for Academic Affairs (signs the memo of support)  
b. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy) (enters review date on routing sheet) 
c. Executive Dean for Administration 
d. Dean of Medicine and Biological Sciences (signs the memo of support)  
e. Faculty Personnel (to be calendared for TPAC review) 

3. The Department is instructed by the BMFA Office to make 12 copies of the TPAC dossier and a 
cd, in either Word or PDF format (for reappointments of regular faculty only).   

4. TPAC and Provost review the reappointment; Faculty Personnel generates and emails a 
reappointment letter to BMFA (if a regular faculty member, a second letter is addressed to the 
Department Chair). 

http://www.brown.edu/Administration/Dean_of_the_Faculty/forms/documents/TPAreappointmentchecklist11.4.08.pdf
http://brown.edu/web/playpen/dof/policies/policies-faculty.html#cv
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5. The BMFA Office prepares the reappointment letters for signature and routes them to the 
following individuals for review: 

a. Associate Dean for Academic Affairs 
b. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy) 
c. Executive Dean for Administration  
d. Dean of Medicine and Biological Sciences 

6. The reappointment letters are distributed by the BMFA Office to the Department Manager, who 
distributes the originals to the faculty member and Chair. 

7. The Department submits an updated PAF to the BMFA Office. 

8. The BMFA Office routes the PAF to BioMed Financial Services. 

9. BioMed Financial Services reviews and signs the PAF, then routes the PAF to Human Resources.  

Back to TOC  
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B. Adjunct, Visiting, Miscellaneous, or (Research)* Faculty 

**FFoorr  ((RReesseeaarrcchh))  tteerrmmss  ooff  aappppooiinnttmmeenntt  lleessss  tthhaann  oonnee  yyeeaarr  oorr  ffoorr  aa  11--yyeeaarr  rreeaappppooiinnttmmeenntt  ffoorr  
EEmmeerriittuuss  ffaaccuullttyy  wwiitthh  aa  ((RReesseeaarrcchh))  aappppooiinnttmmeenntt  

 

Required in the Faculty Reappointment Dossier are: 

1. Cover memo from the Department Chair 

2. CV in Brown format 
3. PAF 

 

Routing the Faculty Reappointment Dossier through the Authorization Process 

1. The Department submits the dossier to the BMFA Office. 

2. The BMFA Office generates a memo of support and letter; and routes the dossier for review and 
approval by the following individuals: 

a. Associate Dean for Academic Affairs (signs memo of support) 
b. Associate Dean of Biology or Associate Dean of Medicine (Public Health and Public 

Policy) (enters review date on routing sheet) 
c. Executive Dean for Administration 
d. Dean of Medicine and Biological Sciences (signs memo and reappointment letter) 

3. The BMFA Office sends the original reappointment letter to the Department Manager to 
distribute to the faculty member; BMFA mails copies to those on the distribution list.  

4. BMFA forwards Brown-paid PAFs to BioMed Financial Services and non-Brown-paid PAFs to 
the BMFA Data Coordinator from. 

5. BioMed Financial Services reviews and signs the Brown-paid PAF, then routes it to Human 
Resources. The BMFA Data Coordinator enters non-Brown paid PAF data into the Human 
Resources database. 

Back to TOC  
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A. Regular Faculty Promotions (Tenure-Track and Lecturer) 

The Department prepares a TPAC dossier of the faculty member up for promotion and submits the 
dossier to the BMFA Office.   

  

Required in the dossier are: 

1. TPA Checklist for promotions (and all supporting documents identified on the list) 
2. Cover memo from the Department Chair (refer to the TPAC Checklist for specific details to 

include in memo) 
3. Written explanation of recommendation provided the faculty member (negative promotion 

recommendations) 
4. Waiver of faculty member’s right to a personal appearance before the department 
5. Departmental review of teaching, scholarship, and service (refer to the TPAC Checklist for 

specific details) 
6. Faculty member’s current CV in Brown format 
7. Copies of all departmental annual reviews of the faculty member since the last appointment (for 

current Brown untenured faculty only) 
8. Departmental correspondence relevant to the promotion 
9. Departmental meeting minutes 
10. Five (5) or more letters of recommendation (refer to the TPAC Checklist for specific details on 

qualifying recommendations) 
11. Brief biographies of external referees  
12. Candidate’s Statement 
13. Department Standards and Criteria 
14. One copy of publications 
15. One copy of departmental teaching evaluations (For faculty who teach Medical School courses, 

TPAC requires a blank teaching evaluation questionnaire. To obtain these questionnaires, 
please contact the originating department of the course.) 

  

Routing the Faculty Promotion Dossier through the Authorization Process 

1. The Department submits the complete TPAC dossier to the BMFA Office. 

2. The BMFA Office reviews the dossier, generates a memo of support, and routes the dossier to 
the following individuals: 

a. Associate Dean for Academic Affairs (signs memo of support) 
b. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy) (enters review date on routing sheet) 
c. Executive Dean for Administration 
d. Dean of Medicine and Biological Sciences (signs memo of support) 
e. Faculty Personnel (to be calendared for TPAC review).  

3. The Department is instructed by the BMFA Office to make 12 copies of the TPAC dossier and a 
cd, in either Word or PDF format. 

4. TPAC reviews the dossier.  

http://www.brown.edu/Administration/Dean_of_the_Faculty/forms/documents/TPACchecklist11.4.08.pdf
http://brown.edu/web/playpen/dof/policies/policies-faculty.html#cv
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5. Faculty Personnel generates and emails the promotion letter to the BMFA Office with another 
letter addressed to the Department Chair.  

6. The BMFA Office prepares the promotion letter and chair letter and routes them to the 
following individuals: 

a. Associate Dean for Academic Affairs (enters review date on routing sheet)  
b. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy) 
c. Executive Dean for Administration 
d. Dean of Medicine and Biological Sciences (signs letters)  

7. The BMFA Office sends the original faculty promotion letter to the Department Manager to 
forward to the faculty member with a copy of the chair letter. Copies are made and distributed 
to the distribution list by the BMFA Office.  

8. The Department submits an updated PAF to the BMFA Office. 

9. The BMFA Office routes the PAF to BioMed Financial Services.  

10. BioMed Financial Services reviews and signs the PAF, then routes the PAF to Human Resources. 

Back to TOC  
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A. Regular (Tenure-Track, Lecturer and Senior Lecturer), (MBL), and 
(Research)* Faculty 

ɕ&ÏÒ ÔÅÒÍÓ ÏÆ ÁÐÐÏÉÎÔÍÅÎÔ ÅØÔÅÎÓÉÏÎ Њ υ ÙÅÁÒ 

The Department prepares an extension request for a Regular, (MBL), or a (Research) faculty 
member whose extension is for one year or longer. Requests by the Department Chair and faculty 
member are submitted with supporting documentation to the BMFA Office.  

For details on criteria for extension requests for tenure-track faculty, refer to the Tenure Extension 
Probation Policy.   

Required for the Appointment Extension Request are: 

1. Cover memo from the Department Chair 
2. Memo from the faculty member requesting the extension with justification 
3. Documents supporting the reason for this request 

 

Routing the Appointment Extension Request through the Authorization Process 

1. The Department submits a faculty extension request to the BMFA Office. 

2. The BMFA Office generates a memo of support and routes the request to the following 
individuals: 

a. Associate Dean for Academic Affairs (signs memo of support) 
b. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy) 
c. Executive Dean for Administration 
d. Dean of Medicine and Biological Sciences (signs memo of support)  
e. Faculty Personnel (for calendaring for TPAC review) 

3. Faculty Personnel drafts and emails the extension letters to the BMFA Office (one letter 
addressed to the faculty, the other to the Department Chair). 

4. The BMFA Office prepares the extension letters for the Dean’s signature and routes them to the 
following individuals: 

a. Associate Dean for Academic Affairs (enters review date on routing sheet) 
b. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy) 
c. Executive Dean for Administration 
d. Dean of Medicine and Biological Sciences (signs extension letter)  

5. The BMFA Office copies and distributes the extension letter with the original to the Department 
Manager. The Department Manager sends the originals to the faculty member and Department 
Chair.  

6. A new PAF is routed from the Department to the BMFA Office.  BMFA Office reviews the PAF 
and forwards to BioMed Financial Services. 

7. BioMed Financial Services reviews and signs the PAF, then routes the PAF to Human Resources.   

http://www.brown.edu/Administration/Dean_of_the_Faculty/policies/policies-tenure.html#extension
http://www.brown.edu/Administration/Dean_of_the_Faculty/policies/policies-tenure.html#extension
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B. Adjunct, Visiting, Miscellaneous, and (Research) Faculty* 

*For terms of appointment extension < 1 year 

The Department prepares an extension request for an Adjunct, Visiting, (Research), or other 
miscellaneous faculty member whose extension is for less than one year. This request and 
supporting documentation are submitted to the BMFA Office. 

 

Required for the Appointment Extension Request are: 

1. Cover memo from the Department Chair – must be submitted one month prior to the action 
date. 

 

Routing the Appointment Extension Request through the Authorization Process 

1. The Department submits a faculty extension request to the BMFA Office. 

2. The BMFA Office generates a memo of support and extension letter and routes the request to 
the following individuals: 

a. Associate Dean for Academic Affairs (signs memo of support). 
b. Associate Dean of Biology or the Associate Dean of Medicine (Public Health and Public 

Policy) 
c. Executive Dean for Administration 
d. Dean of Medicine and Biological Sciences (signs memo and letter) 

3. The BMFA Office copies and distributes the extension letter with the original to the Department 
Manager. The Department Manager sends the original to the faculty member.  

4. The Department submits a new PAF to the BMFA Office. 

5. The BMFA Office routes the PAF to BioMed Financial Services. 

6. BioMed Financial Services reviews and signs the PAF, then routes the PAF to Human Resources.   

Back to TOC  
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A. Regular Faculty Resignation Process (Tenure-Track, Lecturer and 
Senior Lecturer) 

 

Required to Process an Appointment Termination: 

1. Notice of resignation from the Department, with an effective date of action 
2. Copy of faculty resignation letter 
3. PAF  

 

Routing the Appointment Termination 

1. The Department submits the resignation notice to the BMFA Office.  

2. The BMFA Office prepares a resignation acknowledgment letter and routes it to the following 
individuals for review and signature: 

a. Associate Dean for Academic Affairs 
b. Associate Dean of Biology or Associate Dean of Medicine (Public Health and Public 

Policy) 
c. Executive Dean for Administration 
d. Dean of Medicine and Biological Sciences 

3. Once signed the BMFA Office copies and distributes the resignation acknowledgment letter, 
sending the original to the Department Manager and a copy to Faculty Personnel.  The 
Department forwards the original resignation acknowledgment letter to the faculty member.  

4. The BMFA Office routes the PAF to BioMed Financial Services. 

5. BioMed Financial Services reviews and signs the PAF, then routes the PAF to Human Resources. 

Back to TOC  
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B. Tenured Faculty Retirement Process 

For eligibility and procedures pertaining to the university’s Special Retirement Arrangement, 
please review the policy located on the Dean of the Faculty website.  Application for benefit under 
this arrangement must be made to the Provost at least six months prior to the date on which 
retirement is to occur.  Please also review the policy on appointments of Emeritus status in Chapter 
14 of the Handbook of Academic Administration. 

 

Required to Process a Faculty Retirement Notification: 

1. Notice of faculty retirement from the faculty member 
2. Department notification, with an effective date of action 
3. PAF  

 

Routing the Retirement Notification 

1. The Department routes the retirement notification to the BMFA Office.  

2. The BMFA Office routes the request to Faculty Personnel (without the PAF). 

3. Faculty Personnel generates a retirement letter and forwards the letter to the BMFA Office. 

4. The BMFA Office routes the retirement letter to the following individuals for review: 

a. Associate Dean for Academic Affairs 
b. Associate Dean of Biology or Associate Dean of Medicine (Public Health and Public 

Policy) 
c. Executive Dean for Administration 
d. Dean of Medicine and Biological Sciences 

5. The BMFA Office copies and distributes the retirement letter, sending the original to the 
Department Manager for distribution to the faculty member.  The Department mails the original 
letter to the faculty member.  

6. The Department submits a new PAF to the BMFA Office.  

7. The BMFA Office routes the PAF to BioMed Financial Services. 

8. BioMed Financial Services reviews and signs the PAF, then routes the PAF to Human Resources. 

Back to TOC    

http://www.brown.edu/Administration/Dean_of_the_Faculty/policies/Retirement.html
http://www.brown.edu/Administration/Dean_of_the_Faculty/policies/policies-leaves.html
http://www.brown.edu/Administration/Dean_of_the_Faculty/policies/policies-leaves.html
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C. Emeritus Process 

To appoint Emeritus status to the retiring faculty member, the Department must request this during 
the rreett iirreemmeenntt  process.  See Chapter 14 of the Handbook of Academic Administration  for details. 

 

Required to Process an Emeritus Request 

1. Chair’s memo requesting Emeritus status for retiring faculty who meet the criteria to include 
the effective date of action 

2. PAF 

 

Routing the Emeritus Request 

1. The Department submits the Emeritus request to the BMFA Office. 

2. The BMFA Office prepares a memo of support and routes the request to the following 
individuals: 

a. Associate Dean for Academic Affairs  
b. Associate Dean of Biology or Associate Dean of Medicine (Public Health and Public 

Policy)  
c. Executive Dean for Administration 
d. Dean of Medicine and Biological Sciences  
e. Faculty Personnel (forwards to the President and the Corporation) 

3. After the Emeritus request has been approved by the Provost, President and the Corporation, 
Faculty Personnel generates and routes an Emeritus letter to the BMFA Office.  The letter is 
routed to the following individuals: 

a. Associate Dean for Academic Affairs  
b. Associate Dean of Biology or Associate Dean of Medicine (Public Health and Public 

Policy)  
c. Executive Dean for Administration 
d. Dean of Medicine and Biological Sciences  

4. The BMFA Office copies and distributes the Emeritus letter with the original letter to the 
Department Manager for distribution to the faculty member.  

5. The Department mails the Emeritus letter to the faculty and routes a PAF to the BMFA Office. 

6. The BMFA Office routes the PAF to BioMed Financial Services for signature. 

7. BioMed Financial Services reviews and signs the PAF, then routes the PAF to Human Resources. 

Back to TOC  
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A. Request for Salary Change 

Because PAFs must be submitted to BioMed Financial Services by the payroll cut-off date of the 
month in which the action takes effect, the Department must submit a faculty salary change request 
to the BMFA Office at least 30 days before the action date. The Department needs to be specific 
about what is changing—the amount of the salary, the time effort, or the salary spread—as well as 
the date the change is to take effect and the accounts that are being charged. 

 

Required to Process a Salary Change Request: 

1. A memo from the Department Chair 
2. PAF 

 

Routing the Salary Change Request through the Authorization Process 

1. The Department submits a salary change request memo and PAF to the BMFA Office. 

2. The BMFA Office generates a salary change letter and routes it to the following individuals: 

a. Associate Dean for Academic Affairs 
b. Associate Dean of Biology or Associate Dean of Medicine (Public Health and Public 

Policy)  
c. Executive Dean for Administration 
d. Dean of Medicine and Biological Sciences  

3. The BMFA Office routes the request to BioMed Financial Services. 

4. BioMed Financial Services reviews and signs the PAF, then routes the PAF to Human Resources. 

5. The BMFA Office copies and distributes the salary change letter with the original letter to the 
Department Manager for distribution to the faculty member.   

Back to TOC  
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B. Request for Salary Equity Adjustment 

 

Required to Process a Salary Equity Adjustment Request are: 

1. A letter from the faculty member requesting salary equity adjustment 
2. A memo from the Department Chair justifying salary equity adjustment 

a. State what the new salary should be 
b. Why the raise should be made  
c. Date the change is to take effect  
d. Account(s) to be charged 

3. Current CV in Brown format 
4. PAF  

 

Routing the Salary Equity Adjustment Request through the Authorization Process 

1. The Department Chair submits a salary equity adjustment request to the BMFA Office. 

2. The BMFA Office generates a salary change letter and memo of support and routes the request 
to the following individuals: 

a. Associate Dean for Academic Affairs 
b. Associate Dean of Biology or Associate Dean of Medicine (Public Health and Public 

Policy)  
c. Executive Dean for Administration 
d. Dean of Medicine and Biological Sciences  

3. The BMFA Office copies and distributes the salary change letter with the original letter 
forwarded to the Department Manager for distribution to the faculty member.  

4. The Department sends the PAF to the BMFA Office. 

5. The BMFA Office routes the PAF to BioMed Financial Services. 

6. BioMed Financial Services reviews and signs the PAF, then routes the PAF to Human Resources. 

Back to TOC  
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C. Pay Status Change: Switching between Paid and Unpaid 
Appointments 

 

Required to Process a Pay Status Change Request are: 

1. Memo from the Department describing the type of switch (from paid to unpaid, or unpaid to 
paid—with salary information) 

2. PAF 

 

Routing the Pay Status Change Request through the Authorization Process 

1. The Department submits a pay status change request to the BMFA Office. 

2. The BMFA Office routes the request to BioMed Financial Services with the PAF. 

3. BioMed Financial Services reviews and signs the PAF, then routes the PAF to Human Resources. 

Back to TOC  
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A. Sabbatical Process 

The Department prepares a sabbatical leave/preponement/postponement request for its faculty to 
submit to the BMFA Office.* For detailed information on faculty leaves of absence, refer to Policies 
on Faculty Leaves. For all sabbatical leave requests, please use the BioMed Faculty Leave Application. 

*All sabbatical leave requests must be received to the BMFA Office by January 15 preceding the 
applicable academic year.  

 

Required for the Sabbatical Leave/Preponement/Postponement Request are: 

1. Cover memo from the Department Chair  
2. Memo from the faculty member (for postponement/preponement request only) 
3. BioMed Faculty Leave Application to request a sabbatical or scholarly leave (signed by faculty 

and Department Chair) 
a. Must include details as to how teaching and administrative duties will be covered 
b. Must be typed 

 

Routing the Sabbatical Leave/Preponement/Postponement Request through the 
Authorization Process 

1. The Department Chair submits the Sabbatical Leave/Preponement/Postponement requests of 
the Department to the BMFA Office. 

2. The BMFA Office reviews the requests, prepares a memo of support, and routes the requests to 
the following individuals: 

a. Associate Dean for Academic Affairs (signs the memo of support and BioMed Faculty 
Leave Application) 

b. Associate Dean of Biology or Associate Dean of Medicine (Public Health and Public 
Policy) 

c. Executive Dean for Administration  
d. Dean of Medicine and Biological Sciences (signs the memo of support and BioMed 

Faculty Leave Application). 

3. The BMFA Office prepares the sabbatical approval/denial letters and routes them to the 
Associate Dean for Academic Affairs for signature. 

4. The BMFA Office distributes the letters and a copy of them to the Department Manager, who 
distributes the original to the faculty member along with the Leave Application. 

5. Upon returning from sabbatical leave, the faculty member must submit a scholarly report to the 
BMFA Office that describes scholarly activities during the leave. 

  

Back to TOC  
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A. Request for New Faculty Appointment Visa Applications 

For more detailed information on J-1 and H-1B visas, refer to OISSS—For Departments and 
Hospitals.  

 

1. J-1 VISA  

 

Routing the J-1 Visa Request for New Faculty  

1. The faculty recruit accepts the appointment and returns the signed appointment letter to the 
BMFA Office, or if a regular faculty, to the Faculty Personnel Office with an accompanying 
Request for Form DS-2019 for J-1 Exchange Visitor. The BMFA Office sends a signed copy of the 
letter to the Department with notification of the faculty recruit’s acceptance. 

2. The BMFA Office routes the appointment letter and supporting appointment request 
documents, including the completed Request for Form DS-2019 for J-1 Exchange Visitor, to 
OISSS for non-regular faculty.  For regular faculty, Faculty Personnel sends the J-1 visa 
application electronically with the signed reappointment letter to the Office for International 
Student and Scholar Services (OISSS). The J-1 visa application includes the following 
documents:  

a. Appointment letter 
b. Cover memo from the Chair 
c. Request for Form DS-2019 for J-1 Exchange Visitor 
d. Copy of Exchange Visitor’s passport 
e. First few pages of the faculty recruit’s CV or biographical sketch 
f. Statement of source and amount of financial assistance 

3. The OISSS reviews the application, then generates and sends a DS-2019 form to the 
Department. 

4. The Department sends the DS-2019 form to the faculty recruit. 

5. The faculty recruit takes the DS-2019 form to the U.S. consulate in their home country. 

6. The U.S. consulate approves the DS-2019 form and grants a J-1 visa to the faculty recruit. 

Back to TOC  
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2. H-1B VISA  

 

Routing the H-1B Visa Request for New Faculty 

1. The faculty recruit accepts the appointment and returns the signed appointment letter to the 
BMFA Office with an accompanying H-1B Applicant Information Form. If the H-1B Applicant 
Information Form is received by the BMFA Office, it is forwarded to the Department for 
processing; otherwise, it is sent by the faculty recruit directly to the Department. 

2. The Department sends the H-1B visa application to the Office for International Student and 
Scholar Services (OISSS). Documents include: 

a. H-1B Service Request 
b. Position description and copies of print advertisements for search 
c. Check made out to “U.S. Department of Homeland Security” for “Anti-Fraud Fee” (refer 

to H-1B Applicant Information Form for amounts) 
d. Department support letter 
e. 2 or 3 search reference letters 
f. Checks made payable to “U.S. Department of Homeland Security” for the H-1B visa, the I-

539 Form (Dependents’ Change of Status Application), and/or premium processing fee, 
if applicable (refer to amounts provided on the H-1B Application Information Form) 
(refer to H-1B Applicant Information Form for amounts) 

3. The faculty recruit submits Qualification Evidence to the OISSS. Documents include: 

a. CV 
b. Copy of highest degree with attached certified English translation and equivalency 

certifications, if applicable 
c. 1-3 thesis/publication abstracts 
d. Copy of U.S. entry visa in passport 
e. Copy of passport page(s) with photograph and passport expiration date 
f. Copy of most recent I-94 form 
g. Employment Authorization Document, if applicable 
h. I-20 forms for F-1 status periods, if applicable 
i. DS-2019 forms for J-1 status periods, including Waiver of 2-Year Home Residency 

Requirement, if applicable 
j. I-539 form for dependents in the U.S. 

 Marriage license with English translation, if applicable 
 Immigration documents for each dependent 

4. The OISSS generates the prevailing wage determination and Labor Condition Application (LCA) 
and sends the LCA Certification and LCA Posting Attestation to the departmental contact listed 
on the service request to be signed and posted for 10 business days. 

5. The Department signs and returns the LCA Certification and LCA Posting Attestation to the 
OISSS. 

6.  After review, the OISSS files a petition with the U.S. Citizenship and Immigration Services 
(USCIS); and the USCIS grants an H-1 visa to the faculty recruit. 

 

Back to TOC
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B. Request for Faculty Visa Renewals 

For more detailed information on J-1 and H-1B visas, refer to OISSS—For Departments and 
Hospitals.  

 

1. J-1 VISA  

 

Routing the J-1 Visa Renewal Request 

1. The faculty member accepts the reappointment and returns the signed reappointment letter to 
the BMFA Office with an accompanying Request for Form DS-2019 for J-1 Exchange Visitor. The 
BMFA Office sends a signed copy of the letter to the Department with notification of the faculty 
member’s acceptance. 

2. The BMFA Office routes the reappointment letter and supporting reappointment request 
documents including the completed Request for Form DS-2019 for J-1 Exchange Visitor to OISSS 
for non-regular faculty.  For regular faculty, Faculty Personnel sends the J-1 visa application 
electronically with the signed reappointment letter to the Office for International Student and 
Scholar Services (OISSS). The J-1 visa application includes the following documents:  

a. Reappointment letter 
b. Cover memo from the Chair 
c. Request for Form DS-2019 for J-1 Exchange Visitor 
d. Copy of faculty member’s passport 
e. First few pages of the faculty recruit’s CV or biographical sketch 
f. Statement of source and amount of financial assistance 

3. The OISSS reviews the application, then generates and sends a DS-2019 form to the 
Department. 

4. The Department sends the DS-2019 form to the faculty member. 

5. The faculty member sends the DS-2019 form to the U.S. Department of Homeland Security. 

6. Homeland Security approves the DS-2019 form and grants a J-1 visa renewal to the faculty 
member. 

Back to TOC  
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2. H-1B VISA  

 

Routing the H-1B Visa Renewal Request 

1. A faculty member who requires an H-1B visa renewal accepts the reappointment and returns a 
completed H-1B Applicant Information Form to the Department. 

2. The Department sends an H-1B visa renewal application to the Office for International Student 
and Scholar Services (OISSS). Documentation includes: 

a. H-1B Service Request 
b. H-1B Applicant Information Form 
c. Position description 
d. Check(s) made payable to “U.S. Department of Homeland Security” (refer to amounts 

provided on the H-1B Application Information Form) 

3. The faculty member submits to the OISSS the following documents: 

a. CV 
b. Copy of highest degree with attached certified English translation and equivalency 

certifications, if applicable 
c. Copy of any new immigration documents since last H-1B approval 
d. Copy of most recent I-94 form 
e. Copies of all previous H-1B approval notices (I-797 forms) 
f. I-539 form for dependents in the U.S., including marriage license with English 

translation, if applicable 
g. Copy of most recent pay record 

4. The OISSS generates the prevailing wage determination and Labor Condition Application (LCA) 
and sends the LCA Certification and LCA Posting Attestation to the departmental contact listed 
on the service request to be signed and posted for 10 business days. 

5. The Department signs and returns the LCA Certification and LCA Posting Attestation to the 
OISSS. 

6.  After review, the OISSS files a petition with the U.S. Citizenship and Immigration Services 
(USCIS); and the USCIS grants an H-1 visa extension to the faculty member. 
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A. Distribution Lists 

 

Standard distribution (for appointments/reappointmentsɂnon-TPAC): 

Department Chair 

Department Manager 

Executive Dean for Administration 

Associate Dean for Academic Affairs 
Associate Dean of Biology OR Associate Dean of Medicine (Public Health and Public Policy) 

Associate Dean of Finance 

Director of BioMed Research Administration 

Human Resources 

Faculty Personnel (Regular Faculty Only) 

Mentor/Supervisor (for Investigators, Research Associates, and Visiting faculty) 
 

TPAC Letter distribution (for promotions/reappointments): 

Provost 
Department Chair  
Department Manager 

Associate Dean for Academic Affairs 

Associate Dean of Biology OR Associate Dean of Medicine (Public Health and Public Policy) 

Associate Dean of Finance 

Human Resources 

Faculty Personnel 

     
Resignation/Retirement/Emeritus Letter distribution:  

Department Chair 
Department Manager 
Associate Dean for Academic Affairs 
Associate Dean of Biology OR Associate Dean of Medicine (Public Health and Public Policy) 
Associate Dean of Finance 
Faculty Personnel 
 

Sabbatical Letter distribution:   

Department Chair 
Department Manager 
Associate Dean for Academic Affairs  
Associate Dean of Finance 
Director of BioMed Research Administration 
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