
Contingent Offer & Background Check Process for Tenure/Tenure Track Faculty
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Posting Admin 
routes the hiring 
proposal for hire 

approval

Reviews the request 
for approval

Initiates 
employment 

background check 
order and approves 

to extend offer

Approval to extend 
offer received by 

Posting Admin

Hiring Manager 
extends offer to 

candidate 

Following
Further negotiation, 
candidate +accepts 

verbal offer

Responds to email 
request for 

background check

Posting Admin 
changes the Hiring 
Proposal  in PA to 
Final Verbal Offer 
Details following 

verbal offer 

Posting Admin 
creates Letter of 

Intent (LOI)

Receives and signs 
LOI

Posting Admin 
confirms the hire in 

PA

Background Check Review Complete 
*Notifies HR Liaison and Posting Admin via email when background check is complete

* Note: Depending on timing of background check 
completion, UHR will notify HR Liaison  and Posting Admin.  

Posting Admin  or HR Liaison will notify the candidate of 
the completion.

+ Note: If candidate rejects offer, department will follow the procedure for noting the rejected offer in 
PeopleAdmin and determine if there is another viable candidate in the pool.

Reviews and 
Approves LOI

Reviews and 
Approves LOI

Receives LOI and 
sends to candidate

*Notifies candidate 
the background 

check is complete
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