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Welcome & Introductions

Rocco Luiere
Assistant Vice Provost for Budget and Strategy

Anna Shamble
Senior Project Manager

Sierra Dawson
Associate Vice Provost for Academic Affairs



Objectives
Participants will be able to…
1. Explain why we use the term sheet process.

2. Describe how the term sheet and offer letter fit 
into the TTF hiring process.

3. Input new TTF hire data into the tool to produce 
accurate contingent offer letters.

These slides will be posted online: https://provost.uoregon.edu/workshops

https://provost.uoregon.edu/workshops


At your tables…
Please introduce yourself:

Name
Unit
Role
Whether you used the term sheet last year



Quick definitions:
• Term Sheet
• Offer Summary
• Offer Letter
• Addendum
• Offer Package



What is a term sheet?



What is an offer summary?



What is an offer letter?
(a.k.a the Contingent Offer Letter)



What is an addendum?

Welcome to Our Department!
We are particularly excited about your scholarship in _____________ 

Why we’re special
Exciting and unique things we offer

We are delighted that you will be joining us



What is an offer package?
A pdf of the complete set of documents that 
go back to the candidate:

• (Contingent) offer letter

• Policies, Procedures, and Agreements 
Addendum

• Other offer-specific addenda



Why do we use term sheets for 
tenure related hires? 
Natural extension of the Institutional Hiring Plan 
(IHP).

Makes offer letters easier to generate and 
keeps us consistent between offers.

Thirty-year commitments require 
documentation of what we are committing to.

Avoid violating CBA, UO Policy or state law.

Avoid making promises we can not keep.



2017-18 Accomplishments
• Prepared 132 offer letters, for 68 candidates

• Average turnaround: 6.7 business hours (8am-5pm)

• Joe Sventek’s thoughts:



Where does the offer letter 
term sheet fit in the hiring 
process?

Starting with the big picture



• Search is approved by Provost via IHP process

• OtP and Unit launch search in MyTrack

• Unit conducts search – applications, interviews, etc
(Coordinating with OtP/HR/TTF Recruitment Team where appropriate)

• Unit/Dean identify and approve finalist
(Coordinating with OtP/HR/TTF Recruitment Team where appropriate)

• Dean submits finalist information for Provost approval

• Upon approval, Unit/Dean negotiate elements of offer 
with finalist using TERM SHEET, OFFER SUMMARY *
(Dean will coordinate with VPRI/OtP where appropriate)

* optional

The Big Picture (Part 1)



• Unit emails final TERM SHEET, any ADDENDA to Dean 
for approval

• Dean reviews, approves, emails TERM SHEET, 
ADDENDA to OtP for approval and processing

• OtP compares terms to search expectations (set by 
OtP&Dean); follows up if additional approval needed

• OtP generates pdf OFFER PACKAGE (contingent OFFER 
LETTER and any ADDENDA); emails to Dean

• Dean confirms OFFER PACKAGE, signs and sends to 
finalist

The Big Picture (Part 2)



• If finalist accepts, Dean emails signed OFFER 
PACKAGE to OtP and any cc’s
• If search was conducted outside MyTrack (e.g. AJO), Unit 

also submits candidate application materials to HR

• OtP emails signed offer package to HR

• HR completes MyTrack offer card, issues final notice 
of appointment online to finalist

• Finalist accepts via MyTrack

The Big Picture (Part 3)



Take 2 minutes at your tables 
to share with your tablemates:

• Questions
- or -

• A favorite “pro tip”/best practice



Tour of the tool



Time to use the tool!

Please enter the terms of our 
example hire into the Term Sheet



Now a real-life example

Enter the likely baseline terms for 
your unit’s IHP-approved search 
into the Term Sheet



Additional Questions?

Anna Shamble
ashamble@uoregon.edu x3436

Rocco Luiere 
rocco@uoregon.edu x8893

More Information: https://provost.uoregon.edu/term-sheet

mailto:ashamble@uoregon.edu
mailto:rocco@uoregon.edu
https://provost.uoregon.edu/term-sheet
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