SUBJECT: 
Request to Hire Student Development Specialist I (PIN #)

The Department of Student Resources is submitting this request to extend an offer to John Doe into the open Student Development Specialist I position (PIN #). After careful review of all viable applicants, we believe Mr. Doe is an exceptional candidate who possesses the necessary qualifications to successfully complete all job duties as outlined per the job description. The position should be filled effective upon approval. 

The current budgeted amount for the Student Development Specialist I position, including benefits, is approximately $[amount]. The base pay for this position is $[amount] an hour. Funding is available in FY14 [account #] budget to support this position. 

Your review and approval of this request is appreciated. If you have questions or need additional information regarding the purpose or intent of this request, please do not hesitate to contact me at (979)XXX-0000 or email@tamu.edu.
