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Pre-Verbal 
Offer Form
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Best practice: Consider asking 
candidates at interview stage what their 
start-up needs would be
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F o r g o t  t o  c l i c k  ‘ e m a i l  
m e  a  c o p y  o f  m y  
r e s p o n s e ’  o n  t h e  

p r e v i o u s  p a g e ?

S e c o n d  c h a n c e  h e r e  –  h i t  t h e  S a v e  m y  
r e s p o n s e  b u t t o n !



7

B e h i n d  t h e  
S c e n e s

I F A S  H R  i n i t i a t e s  R e s e a r c h e r  
S c r e e n i n g  p r o c e s s  a s  s o o n  a s  t h e  
P r e - v e r b a l  o f f e r  f o r m  i s  a p p r o v e d

P r e - v e r b a l  o f f e r  f o r m  s e n t  v i a  
D o c u s i g n  t o  I F A S  F i n a n c e  a n d  

D e a n s  ( t e n u r e  t r a c k  g o  t o  a l l  3 ,  
n o n - t e n u r e  t r a c k  a c c o r d i n g  t o  T R E  

s p l i t

B O T H  s t e p s  m u s t  c o m p l e t e  b e f o r e  
v e r b a l  o f f e r  c a n  b e  m a d e

I F A S  H R  n o t i f i e s  w h e n  e a c h  
c o m p l e t e s ,  b u t  H R L s  c a n  v i e w  

s t a t u s  i n  D o c u s i g n / P a g e U p

I M P O R T A N T !  I f  i n f o r m a t i o n  i s  ‘ T B D ’  
o r  f i n a l  n u m b e r  i s  o u t s i d e  t h e  

r a n g e ( s )  o n  t h e  p r e - v e r b a l  o f f e r  
f o r m ,  t h e  u n i t  m u s t  r e - s u b m i t  t h e  

f o r m  t o  h a v e  t h e  a l t e r e d  t e r m s  
a p p r o v e d .  C o n s i d e r  –  w e  d o n ’ t  

k n o w  w h a t  t h e  c a n d i d a t e  w a n t s  a t  
t h i s  s t a g e ,  b u t  w e  s h o u l d  k n o w  t h e  

s a l a r y / s t a r t u p  b u d g e t .
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N e x t  S t e p

V e r b a l  o f f e r / n e g o t i a t i o n s  a n d  
d i s c u s s i o n s  a b o u t  w o r k  

a u t h o r i z a t i o n / v i s a

P l e a s e  n o t e  –  t h i s  i s  t h e  f i r s t  
s t a g e  t h a t  w e  c a n  l e g a l l y  a s k  m o r e  

t h a n  w h a t  i s  o n  t h e  a p p l i c a t i o n  
f o r m  ( A r e  y o u  a  U S  C i t i z e n  o r  

e l i g i b l e  t o  w o r k  i n  t h e  U S ? ;  W i l l  
y o u  n e e d  s p o n s o r s h i p  i n  t h e  

f u t u r e ? )



9

Offer Letter 
Request
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B e h i n d  t h e  
S c e n e s

F a c u l t y  O f f e r  L e t t e r  R e q u e s t  f o r m  
s e n t  t o  I F A S  S a l e s f o r c e .  

A s  l o n g  a s  a l l  d e t a i l s  m a t c h  t h e  
p r e - v e r b a l  o f f e r  f o r m ,  O f f e r  L e t t e r  

g e n e r a t e d .

O f f e r  l e t t e r  w i l l  h a v e  a l l  d e t a i l s  
s u b m i t t e d  i n  p r e - v e r b a l  a n d  o f f e r  

l e t t e r  f o r m .

D r a f t  o f  O f f e r  L e t t e r  w i l l  b e  s e n t  t o  
U n i t  f o r  f i n a l  r e v i e w ,  l e t t e r  w i l l  

t h e n  b e  r o u t e d  i n  D o c u S i g n  b y  I F A S  
H R .  
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Update Posit ion Data 

(Pre-hire)
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W e ’ r e  d o n e ,  
r i g h t ?

N O P E !  

P r e v e n t  h i r e  e P A F  d e l a y s  b y  
s u b m i t t i n g  b y  s u b m i t t i n g  a  c l o s e -

o u t  f o r m  w h e n  t h e  o f f e r  l e t t e r  h a s  
b e e n  f u l l y  s i g n e d .

https://forms.webservices.it.ufl.edu/ifashr/uf-ifas-state-faculty-careers-at-uf-closeout/
https://forms.webservices.it.ufl.edu/ifashr/uf-ifas-state-faculty-careers-at-uf-closeout/
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Happy Hir ing!
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