
Standard Letter of Offer to New Adjunct Faculty

Revised 10/05/06
Date

Dear  _____:

Upon the recommendation of the faculty of the Department of _________, in the College of __________, we are pleased to offer you a position as an Adjunct ______________ at a salary of $________ at ______FTE.  The appointment begins on __________ and terminates on __________.  

Insert Option 1 or 2:

Option 1:  It would be appreciated if you would arrange for two official transcripts for all graduate coursework completed and certifying the highest level of degree to be sent to _________  by ___________.  Final appointment is subject to verification of your credentials.
Option 2:  Consistent with university guidelines, qualifying experience and/or training is substituted for the degree requirement of this appointment.

Your assignment is as follows:

	
COURSE & SECTION #
	
	
COURSE TITLE
	
	
SEMESTER HOURS

	____________________
	
	__________________
	
	__________________

	____________________
	
	__________________
	
	__________________

	____________________
	
	__________________
	
	__________________


(Note: If this is a regional campus hire, please insert regional campus location for payroll signup.  Delete this note before printing letter.)
On or before your hire date you must go to the Human Resources (HR) Office located in the Student Services Building, Room 2172, to complete the necessary paperwork that will put you on the payroll.  Your department will schedule an appointment for you.  To expedite this process, please be prepared to:
· Provide documentation that establishes your identity and employment eligibility (in accordance with the Immigration Reform and Control Act of 1986).  A list of acceptable documents for the I-9 form is attached. 

· Provide your passport, I-94, visa and appropriate immigration support documents based on visa class, if you are a foreign national.

· Provide your social security card.  If you cannot locate your card, you must request a replacement card from the local Social Security Administration Office.  If a replacement card is requested, please plan to provide a copy of the receipt from the Social Security Administration Office indicating your request for a duplicate card.

· Enroll in USF’s Direct Deposit program which is a condition of employment at the University.  A voided check or a deposit slip is needed in order to complete the enrollment forms.  If you do not currently have a bank account established, HR can provide you with a list of financial institution/banking options.


Modification or termination of your employment may occur if:

1.
Regular faculty are rescheduled to cover part or all of your assignment.

2.
Funds are not available at the time of your appointment.

3.
Minimum class size, as determined by the University, has not been reached by the end of the first week of classes.  If termination of your appointment occurs during the first week of classes, you will be compensated through the first week of classes.

We are enthusiastic at the prospect of your joining the faculty.  Your background and qualifications will add unique strength to the Department and College, and hence to the University as a whole.

Sincerely,

__________________________



__________________________

Chair







Dean









Date


If you wish this appointment on the above terms, please sign the original copy below and return it to _____________ no later than _____________.  

_______________________________     

_______________________________


  Signature




(Insert Candidate’s Name)






      

HR Processing Information (please insert information)

· Department I.D.:

· Job Code:

· Position #:

· Supervisor’s Name:

· Supervisor’s Title:

· Supervisor’s Position #:

· Mail Point:

· Office Location:

· Office Phone Extension:

· Pay Distribution #:

Enclosure:
Acceptable Documents List
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