
Exhibit H:  
Preparing the Job Offer and Contract Approval Process 
 

• The development of a “term sheet” that outlines each of the financial and human 
resources benefits included in the offer – the elected body can work through this list 
that includes but is not limited to:  Salary, deferred compensaAon, severance, reArement 
benefits, health, life, and dental insurance, housing assistance, car or car allowance, 
technical devices (laptop, tablet, cell phone), moving expenses, interim housing, pre-
employment medical screenings and start date. 

 
This list should then be shared with the finalist candidate to ensure there is alignment.  
The elected body may want to designate someone to negoAate some of the terms of the 
offer. 
 

• Once the general terms are agreed upon, the agreement/contract can be draIed and 
will include financial and benefits terms as well as other employment language dealing 
with cause for dismissal, etc.  This is typically prepared by the city or county aJorney. 

• The finalist candidate is provided with the draI contract and given the opportunity to 
review it with their aJorney. 

• Once the parAes agree on the contract, they can then coordinate the announcement of 
the contract approval date and the candidate’s departure from their current posiAon. 

 
 
 


