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Sample Academic Unit Head Itinerary 
Instructional Faculty

Primary Point of Contact
Name, Title:
Phone Number:
Email:

Day, Date

	Time
	Meeting
	Location
	Contact

	4:00p
	Check-In
	Name of Hotel Link to Website Address
Hotel Phone #
	TBD

	5:30p - 6:30p
	Dinner with Search Committee
	Name of Restaurant
	TBD





Day, Date

	Time
	Meeting
	Location
	Contact

	8:30a – 9:30a

	Pick up from hotel; meet in hotel lobby (Name and Title of person picking up candidate)

	Name of Hotel Link to Website Address
Hotel Phone #
	TBD
(escort to Building/Room)


	10:00a – 11:00a
	Breakfast with Department head

	Name of Restaurant
	TBD
(escort to Building/Room)



	11:15a– 12:15p

	Meet with Faculty
	Building / Room # Link to Building on Campus Map

	TBD
(escort to Building/Room)


	12:30p – 1:30p

	Lunch with Students

	Building / Room # Link to Building on Campus Map

	TBD
(escort to Building/Room)


	2:00p – 3:00p

	Meet with Members of Search Committee

	Building / Room # Link to Building on Campus Map

	TBD
(escort to Building/Room)








Day, Date

	Time
	Meeting
	Location
	Contact

	1:00p – 2:00p
	Meet with Provost
	Building / Room # Link to Building on Campus Map

	TBD
(escort to Restaurant)


	3:00p – 4:00p

	Meet with Academic Unit Heads within college and Associate Dean

	Building / Room # Link to Building on Campus Map

	TBD
(escort to Building/Room)




Day, Date

	Time
	Meeting
	Location
	Contact

	8:00a – 9:00a
	Meet with Dean
	Building / Room # Link to Building on Campus Map

	TBD
(escort to Building/Room)






Please reference the Academic Affairs Guidelines for Recruiting and Hiring Instructional Faculty for any specifications.
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