PRINT ON DEPARTMENT/SCHOOL LETTERHEAD


Memorandum
ADD Delivery Method
DATE:
Date







TO:
Name | Title
FROM:
Name, Chair/Director

Name, Dean


Name, Campus Appointing Authority

RE:
[Lecturer/Adjunct] Assignment – Spring/Summer/Fall 20##
This memorandum is a written offer/renewal/confirmation of your [Title] assignment for the [Department/School name] in the [College name] on the [Name] campus of Washington State University. The terms of this assignment are as follows:

Effective Dates:
Date, through Date
FTE/Hours:
___% Full-time Academic Workload
Salary:
$_______ per semester 
Instruction:
You will teach [ex. one 3-credit course TITLE]. Please note teaching loads may change over time depending on the needs of the Unit, the College and the University. If there is insufficient funding for the position as determined by the Dean of the College, or a course is cancelled, your workload and/or FTE may be adjusted, and you will be notified as soon as possible. Significant changes in expectations will be communicated to you in writing.
The terms and conditions of employment of this offer are in accordance with the Provisions set forth in the Faculty Manual and WSU policies/procedures. The Faculty Manual can be found on the Faculty Senate website.

Please return a signed copy of this letter indicating if you accept or decline this offer of appointment to Name, Title, email. A reply is requested at your earliest convenience, but no later than Date. Retain a copy of the letter for your records. Thank you for replying at your earliest convenience. 

cc:
Department Employee File


HRS Personnel File



          
Accept

          
Decline  

Add employee Name




Date
�[A list of appointing authorities can be found at �HYPERLINK "http://www.hrs.wsu.edu/Utils/File.aspx?fileid=252"��hrs.wsu.edu/appointing-authority�]


�If applicable, Campus or other location


�� HYPERLINK "https://facsen.wsu.edu/" �https://facsen.wsu.edu/� 





