8 May  2007
MEMORANDUM FOR POTENTIAL BIOLOGY INSTRUCTORS

FROM: HQ USAFA/DFB (Attn: Maj Nolan)

SUBJECT:  Contents for Application Package 
1.  The following are recommended items to include when applying for a teaching position at the United States Air Force Academy Department of Biology.  Although at the present, our faculty is staffed for the coming academic year, we are always interested in having potential candidates on file for future hiring consideration
1. Personal letter of intent—WHY you want to apply, what you can bring to the Department of Biology.  This should be addressed to Col John L. Putnam, Department Head.  Use the Tongue and Quill “personal Letter” format.

2. 5”x7’ full-length service dress color photo – this can often be done in the photo shop on base, but you could do it at any photo studio as well.  Standing at attention, but with a normal expression on your face, as if you were taking a regular photo (with a pleasant smile).

3. Officer Performance Reports, last 5 (OPRs)*

4. Academic transcript(s) from any and all post-secondary schools, including night schools, etc.
5. Supervisor(s) letters of recommendation*

6. Academic letter(s) of recommendation – undergrad/grad professors, any academic mentors you think would be good additions to the package.  Please include all letters into your package before sending it to us. If the authors don’t want you to read them, keep them sealed in an envelope.

7. A printed email from your AFPC assignment team that shows a tentative approval for your release for a tour at USAFA. (We know your actual release can only come through official personnel channels later on, however, we are interested in some documentation which indicates the possibility of AFPC releasing you for teaching duties at the Academy). 

*(Brand new 2Lts will obviously need some experience before they are able to include an OPR or a letter of recommendation, and most likely a position will not be offered until at least one 3-year operational tour has been completed.)

2. Send your package, and have your letters of recommendation addressed to:

HQ USAFA/DFB


ATTN: Maj Tara E. Nolan

2355 Faculty Drive Suite 2P404

USAF Academy, CO 80840-6226
3. If you have any questions, please call me at DSN 333-6205 (Comm. 719-333-6205), or email to tara.nolan@usafa.af.mil
//Signed//

Tara E. Nolan, Maj, USAF
Director of Personnel 
Department of Biology

