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[image: flying-wv-blue]WVU HEALTH SCIENCES CHECKLIST 
FOR NOMINATION AND APPOINTMENT 
OF ENDOWED FACULTY



· CONTACT DEAN’S OFFICE REGARDING VACANCY AND PREPARATION FOR NOMINATION AND APPOINTMENT.

· CONTACT DIRECTOR OF DONOR RELATIONS FOR ASSISTANCE WITH INITIAL PROCESS.

· THE NOMINATING CHAIR  SHALL PROVIDE A RECOMMENDATION TO THE DEAN FOR AN AD HOC COMMITTEE COMPRISED OF FIVE PERSONS, INCLUDING, IF POSSIBLE, AN ENDOWED POSITION HOLDER, TWO FACULTY MEMBERS OUTSIDE THE DISCIPLINE AND AT LEAST TWO MEMBERS OUTSIDE THE COLLEGE (THESE TWO CRITERIA MAY BE MET BY THE SAME INDIVIDUAL(S). THE DIRECTOR OF DONOR RELATIONS FROM THE OFFICE OF PHILANTHROPY SHALL SUPPORT THE COMMITTEE AS A FACILITATOR. 

· AT THE FIRST COMMITTEE MEETING, THE DIRECTOR OF DONOR RELATIONS SHALL PROVIDE THE COMMITTEE WITH THE DOCUMENTATION OUTLINING THE PROCESS. 

· COMMITTEE WORKS TO COMPLETE RECOMMENDATION PACKAGE AS OUTLINED.

· ONCE THE COMMITTEE’S RECOMMENDATION IS COMPLETE, THE DEAN WILL REVIEW, APPROVE AND SUBMIT THE RECOMMENDATION TO THE CHANCELLOR FOR APPROVAL.

· THE CHANCELLOR WILL REVIEW THE PACKAGE AND SEND HIS WRITTEN APPROVAL TO THE DEAN. (IF AGREEMENT REQUIRES PRESIDENT’S APPROVAL/SIGNATURE, CHANCELLOR WILL SUBMIT RECOMMENDATION TO THE PRESIDENT’S OFFICE. UPON RECEIPT OF PRESIDENT’S APPROVAL, CHANCELLOR WILL SEND BOTH APPROVALS TO THE DEAN).

· ONCE THE DEAN HAS A COMPLETED PACKAGE, THEY WILL FORWARD A FINAL APPROVED PACKAGE TO:
· THE REQUESTING UNIT/DEPARTMENT 
· THE DIRECTOR OF DONOR RELATIONS IN THE HSC OFFICE OF PHILANTHROPY FOR RECORDING AT THE WVU FOUNDATION

· THE DEAN WILL SEND AN APPOINTMENT LETTER TO THE APPOINTEE OUTLINING THEIR RESPONSIBILITY AS A SEATED ENDOWED FACULTY MEMBER.

· THE PHILANTHROPY OFFICE, IN CONSULTATION WITH THE DEPARTMENT AND THE DEAN’S OFFICE, SHALL ASSIST WITH THE PLANNING OF THE ANNOUNCEMENT AND INVESTITURE CEREMONY FOR FACULTY MEMBERS TO INCLUDE DONOR/DONOR FAMILY IF APPROPRIATE.
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