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                            CONTRACT PACKAGE: GENERAL COMMENTS 
 
Several documents/information are needed before the Dean’s Office can process a 
contract (please do not send the documents piecemeal  - wait until the entire package is 
complete). These documents are to be submitted with a complete Contract Preparation 
Form . 
 
Letter of recommendation from the Department Chair – School Director to the Dean  
specifying rank, tenure status, salary amount, and rationale for hiring this particular  
person for this particular position at this time. 
 
Letter of recommendation from the Departmental faculty to the Chair/Director, 
specifying appointment, rank, tenure status and date of decision, and salary range. 
 
Letter from the Departmental Peer Review Committee if the appointment includes the  
granting of tenure. The Departmental PRC will also have to include a letter if the 
appointment involves a higher rank (e.g., someone who is currently an Assistant but the 
appointment is being made at the Associate level or an Associate being appointed at 
the Professor rank). The PRC does not need to provide its recommendation for a first- 
time appointment at the Assistant level. The College Peer Review Committee also needs 
to make a recommendation on any appointment involving tenure/change in rank.   
 
Candidate’s current curriculum vitae; social security number; current home address. 
 
Three or more current letters (original letters, not copies) of reference for the candidate. 
 
Verification of highest earned degree. 
 
Statement Concerning Job Not Covered by Social Security. 
 
The original signed/dated Letter of Intent (and the original signed / dated 
 prior credit form if relevant).   
 
Complete Affirmative Action Form with final Affirmative Action signature. 
 
Completed “Declaration Regarding Material Assistance/Nonassistance to a Terrorist  
Organization” 
 
Visa requirements, if necessary. 
 
Completed Employment Eligibility Form (I-9) with documentation (if available; if not, a 
statement to the effect that one will be processed when the individual arrives in 
Cleveland). The I-9 Form is an absolute necessity before the individual can enter a 
classroom and/or receive any salary payments. Please note that the I-9 form should not 
be processed before an offer is made (the Letter of Intent is the offer of employment) –  
do not have the interviewees fill out the form during the interview stage). 
 
Completed Personnel Action Worksheet. 
  
Completed Personal Data Worksheet: this requires the signature of the new hire and can be 
completed when the person arrives on campus.  




