28 November 2011
NAME FIRST_NAME sample data LAST_NAME sample data
ADDRESS1 sample data
ADDRESS2 sample data
CITY sample data, STATE_DESCR sample data POSTAL sampl
Dear FIRST_NAME sample data,

I am pleased to offer you a full-time, probationary faculty appointment with the rank of [ASSISTANT, ASSOCIATE OR FULL PROFESSOR] at the [BUSINESS UNIT] in the Department of [DEPARTMENT].  The employment dates for this appointment are for the [YEAR-YEAR] academic year beginning [MONTH XX, 20XX], and concluding [MONTH XX, 20XX], and for the [YEAR-YEAR] academic year beginning [MONTH XX, 20XX], and concluding [MONTH XX, 20XX].  [This appointment is contingent on successful completion of a criminal background check.]  [This appointment is also contingent on proper work authorization from USCIS.]
Your compensation package is composed of the following components:
	Offer Component
	Offer Amount
	Currency
	Frequency

	DESCR sample data
	402,285,074,256.23
	B.C
	B


Your full-time salary rate for the [YEAR-YEAR] academic year will be $402,285,074,256.23.  Your full-time salary rate for the [YEAR-YEAR] academic year will be based on your previous full-time salary rate with adjustments as approved by the Board of Regents.  Payments, less taxes and other deductions required of University of Wisconsin employees, will be paid in monthly installments beginning [MONTH DAY] and ending [MONTH DAY] of each academic year.  You are urged to contact the Benefits Office at [BENEFITS PHONE NUMBER] [BENEFITS EMAIL ADDRESS] as soon as possible regarding information on any fringe benefits for which you may be eligible, including, but not limited to, your health insurance coverage.  
Your immediate supervisor is Dr. [SUPERVISOR NAME], Chair of the Department of [DEPARTMENT NAME].  Your duties and responsibilities which are subject to change by authorized university personnel are as follows:

* [Teach courses as assigned in the Department of [DEPARTMENT NAME] with an emphasis in [ADD EMPHASIS HERE].

* (Some departments, mostly sciences:  The establishment of a successful collaborative student-faculty research program within the area of specialization is required.)

* Provide academic advising to students assigned to you by your immediate supervisor.

* Participate in University Faculty governance through service on Department, College, and University committees as appropriate.

* Perform scholarly activity and conduct research as appropriate in your area of specialization and engage in service to the University, the community, and the profession. ]

The personnel rules of the University of Wisconsin System and [BUSINESS UNIT] further specify terms and conditions of employment.  These materials are available on the internet at www.uwsa.edu/bor/admrules.htm and [ENTER YOUR WEB ADDRESS HERE].  By your signature below you hereby acknowledge that you have reviewed these rules and accept them as terms and conditions of your employment.

[The terms of this contract are contingent upon receipt of written documentation by [MONTH XX, 20XX], from the graduate dean of your doctoral institution that all coursework is completed, the dissertation is completed and has been defended successfully, and that the doctoral degree will be conferred no later than [MONTH] of [YEAR].  If this contingency is not met by the [MONTH XX, 20XX], deadline, this contract will be replaced with a full-time, instructional academic staff contract with a title assigned within the instructional academic staff lecturer title series, at the same salary rate.  

In the event that this contract is replaced with an instructional academic staff contract and your doctoral degree is then later conferred, the terms of your appointment, including consideration of time toward tenure and/or promotion, may be adjusted upon the concurrence of your Department Chair, the Dean, and the Provost. However, the salary is as specified irrespective of these degree-completion considerations.]

Tenure is not acquired solely on years of service.  Departmental, school, and university recommendations regarding tenure are based on established criteria including “a review of teaching effectiveness, academic advising ability, scholarly activity, and service to the University, the profession, the public, and departmental needs.  In reviewing teaching, departments must consider, among other factors, student evaluations.” [ENTER BUSINESS UNIT REFERENCE SOURCE].  In addition, the needs of the department, college, and university as related to programs, budget, tenure density and enrollment will be taken into account in a tenure decision.  In summary, tenure recommendations are based upon an evaluation of both your performance and the mission and needs of the department, college, and university.

[INSERT # HERE] previous years of experience will be counted toward the maximum probationary period of seven consecutive full-time equivalent years, and [INSERT # HERE] years have been awarded for promotion eligibility.

Start-up support will be provided up to [$XX,XXX] for purchase of the following:  [INSERT INFORMATION HERE].

In addition, based upon the recommendations of Chair [ENTER CHAIR NAME HERE] and Dean [ENTER DEAN NAME HERE], I am pleased to appoint you for permanent membership on the Graduate Faculty.  Please consult with Dr. [ENTER NAME HERE] for specific class or thesis committee requirements related to graduate students.

Approval has been granted to reimburse your moving expenses up to $[X,XXX] within the limits authorized by University of Wisconsin System policy.  Consult the following web sites outlining general procedures for reimbursement:  http://www.uwsa.edu/fadmin/fppp/fppp19.htm and http://www.uwsa.edu/fadmin/moving.htm .  Please contact [ENTER ACCOUNTING CONTRACT NAME HERE], [BUSINESS UNIT] Business Office, at [ENTER BUSINESS OFFICE PHONE HERE] to obtain specific reimbursement information prior to finalizing moving arrangements.

An official transcript of your doctoral degree, upon completion, is required to complete your official personnel file.  Please request this transcript be mailed directly from your degree granting institution to [ENTER NAME AND ADDRESS OF HUMAN RESOURCES CONTACT].

This offer is contingent upon verification of identity and proper work authorization as required by the Immigration and Reform Control Act of 1986.  If you are a citizen of the United States, verification must be presented in person within three days of beginning employment at the University.  See enclosure for further instructions.  

Indicate your acceptance of this offer by signing the statement below and returning this letter along with the payroll forms and documentation of your social security number to the Office of Human Resources, [ENTER HR ADDRESS], no later than [MONTH XX, 20XX.  You may fax your signed contract to us at [HR FAX] and send the original contract and payroll forms via U.S. mail at your earliest convenience.  A copy of this appointment letter is included for your records.  Should you decide not to accept this appointment, please write ‘declined’ and return this letter to us via fax or in the postage-paid return envelope as soon as possible.  

We are pleased that you have decided to join the [BUSINESS UNIT] community as a faculty member.  I look forward to extending my personal welcome to you.

Sincerely,

[ENTER NAME]

[ENTER TITLE]

I have read, understand, and hereby accept the terms and conditions of employment stated herein.

____________________________________

_______________________


Signature of Appointee

Date

/xxx
Enclosures
c:
Chancellor [ENTER CHANCELLOR NAME]; Dean [[ENTER DEAN NAME HERE]]; Chair [ENTER CHAIR NAME HERE]; Financial Supervisor [ENTER FIN SUPERVISOR NAME HERE]; Payroll Office.
