
TEMPLATE: WELCOME/PROFESSIONAL DEVELOPMENT MEMO  

FROM CAO OR CSAO TO NEW DEAN  

 

TO:  [New Dean – insert name] 

FROM: [CAO – insert your name] 

DATE:  [Insert date] 

SUBJECT: Development Programs to Support You in Your New Role 

 

Congratulations on your new appointment! I am pleased that you are serving in this important 
role at [COLLEGE/UNIVERSITY NAME] and want to make sure that you have all the tools 
you need to be successful. 

Attached is a checklist of training and development programs designed to provide you with 
knowledge that will be critical to your success. Please complete all required training early in 
your new role, so that you understand the policies, procedures, contracts, and laws that govern 
our work at the [college/university] and within the Minnesota State Colleges and Universities. In 
addition, I encourage you to take advantage of opportunities to expand and share your leadership 
knowledge and skill set by regularly participating in professional development provided by the 
system, such as the Academic and Student Affairs conferences, a new webinar series for deans, 
and regional leadership development offerings.  

As a new dean, you are joining a robust group of leaders here on campus and within the MnSCU 
system. Conferences and leadership development programs provide an avenue for you to learn 
from others and build strong relationships with your peers across the system. As you get to know 
other deans, I encourage you to seek out possible peer mentors who can also help support you in 
your new role. Be sure to subscribe to the ASA Newsletter for helpful statewide news. 

Again, congratulations on your new appointment! When you have completed the training 
programs, please make an appointment to meet with me and bring a list of any questions you 
would like to discuss. I look forward to meeting with you soon and supporting your success. 

 

C: Chief Human Resources Officer 

http://www.asa.mnscu.edu/
http://asanewsletter.wordpress.com/how-to-subscribe/

