Faculty Administrative Service Letter
As approved by Provost’s Office and Director of Academic Collective Bargaining, March 2008

(date)
(title/name)
(address)

Dear (title/name):
The College of Health and Human Services is pleased to offer you a (term/year) non-teaching appointment in the Department of  _____.  This appointment is for the period from (date) through (date) at a salary of $______, (following is optional) which is the equivalent of ___ credit hours of service.  Paychecks will be issued bi-weekly beginning (date).

The purpose of this appointment is to (insert text describing nature of non-teaching assignment).  

This appointment is contingent upon adequate funding, and is subject to change until (start date at noted above). Please confirm your acceptance of this offer and terms by signing and returning the enclosed copy of this letter by (date). We are looking forward to your continued contributions to our College through this appointment.  

Sincerely,




Accepted under terms and conditions

outlined above.







Signed

(Name/Title)                                   

Department of                                  
            Date

C:
Dean, (College)

Provost

Human Resources-Information Systems

