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SAMPLE OFFER LETTER:


             

     ADJUNCT TITLE
CNS Updated May 2019


 
<Date>

XXXXXXX

XXXXXXX

Dear <Candidate’s name>:

I am pleased to inform you that the Dean of the College of Natural Sciences has authorized me to offer you an appointment to the faculty of the <Department/Section of > at The University of Texas at Austin:

Title:  




Adjunct Associate/Professor
Period of Appointment:


9/1/19 – 5/31/19
Percent Time:
0%

Nine-month Academic Rate:
$100,000
Total Stipend:
$0
This commitment is for a temporary appointment without tenure for the above-stated period only. This is a zero percent time, no stipend appointment.  
All faculty, administrators, and staff are subject to the relevant provisions of the Rules and Regulations of the Board of Regents and the Handbook of Operating Procedures of The University of Texas at Austin. The salary figure represents the gross salary and is subject to deductions as required by federal and state law and, if permitted by law, such other deductions as you may authorize.
Your teaching assignment is to <list projects/assignments to be completed, such as supervising graduate students>. Questions concerning your course assignment, which is determined by the chair of the department, should be addressed to <Chairperson> at <512-XXX-XXXX>.
• Include the following paragraph for NEW benefits-eligible employees.
• "NEW employee" includes those whose previous UT appointment was to a student academic title (e.g., GRA, TA, AI). 
• Omit the benefits paragraph when the candidate is a continuing benefits-eligible employee—faculty or staff.  
The information links below provide new faculty members at The University of Texas at Austin an overview of retirement and other benefits. You will be entitled to all employee benefits authorized by the state legislature.  Human Resources will provide you with full information on available University services and resources at the New Employee Welcome and Orientation. You should attend this as soon as possible upon your arrival. As a new employee you have 31 calendar days from the initial date of your appointment, <insert expected start date, e.g., (September 1), ( January 16)>, to enroll for insurance coverage.

• When all pre-employment screening requirements apply (i.e., candidate is NEW to UT), include 1-3.

• When the candidate is a current UT employee and has an I-9 on file but has not had a background check nor satisfied the transcript requirement, include 2-3.

• When the candidate has had a background check but not satisfied the transcript requirement, include 3.

• If the candidate previously satisfied all pre-employment screening requirements for a faculty appointment (i.e., all pre-employment forms are on file), then 1-3.
This offer is contingent upon satisfactory completion of all pre-employment screening requirements.  These include the following:

(1) Completion of the I-9, Employment Eligibility Verification form no later than your first work day, and provision of required documentation no later the third day after hire.  The United States Citizenship and Immigration Services agency enforces this requirement to verify employee identity and eligibility to work in the United States.  

(2) A background check as required by institutional policy for newly appointed faculty.  For this purpose, you will receive an email with instructions for accessing the Background Check Administration system to provide the necessary information for conducting the background check. 

(3) Satisfaction of a credentialing requirement that is a criterion for institutional accreditation.  A degree verification request will be made on your behalf to fulfill this requirement. In the event that your signed consent is required, the Office of the Executive Vice President and Provost will contact you with further instructions.

We are enthusiastic about your proposed appointment and look forward to having you as a member of the faculty. Please indicate your acceptance of this appointment by signing the original of this letter and returning it to me.  The copy should be retained for your records. Should you have any questions concerning the offer you can contact me at <512-XXX-XXXX Chairperson’s phone>.

Sincerely,

<Name>

Department Chair

Informational:        Information for New Non-tenure Track Faculty Members - https://bit.ly/NewNTT 



House Bill 2504 - http://bit.ly/HB2504-info 

(Makes undergraduate course syllabi and instructor of record CVs and other information available to the public) 
cc: 
Maurie McInnis, Executive Vice President and Provost

Paul M. Goldbart, Dean, College of Natural Sciences

I accept this offer of appointment and attest that the credentials reflected in the curriculum vitae submitted with my application are correct:

<Candidate’s name>





Date

