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

Name, Dean


Name, Campus Appointing Authority

RE:
Summer Session Teaching Assignment
This is a written offer of your Summer Session Teaching 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
Title Code:
Summer Session Faculty 215-NN
FTE/Hours:
___% Full-time Academic Workload
Salary:
$_______
Instruction:
You will teach [ex. one 3-credit course TITLE]. Please note teaching loads may change 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.
Pursuant to RCW 28B.112.080
, you were required to complete a sexual misconduct declaration.  Failure to provide complete and accurate information may affect final employment, up to and including withdrawal of offer of employment.

WSU employs only U.S. citizens and lawfully authorized non-U.S. citizens. All new employees must provide identity and employment eligibility verifications as required by the U.S. Citizenship and Immigration Service to comply with the Immigration Reform and Control Act. See the See the enclosed List of Acceptable Documents.
 You will need to complete Form I-9 no later than the first day of employment and provide acceptable documents no later than the third business day of employment.  The Office of International Programs Scholar Services is the main point of contact for any questions related to work visa sponsorship at WSU. Questions regarding visa sponsorship can be directed to IP via email at ip.intlservices@wsu.edu or 509-335-4508.

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. 

ec:
U.S. Citizenship and Immigration Services required documentation

cc:
Department Employee File


HRS Personnel File



I agree that I will not take any time off during the summer term. 

          
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://app.leg.wa.gov/RCW/default.aspx?cite=28B.112.080"��https://app.leg.wa.gov/RCW/default.aspx?cite=28B.112.080� 


�List of Acceptable Documents may be found on the HRS website please print and attach to letter.


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


�Enclosures are found on the HRS website, please print and attach to the offer letter.


�If the faculty is working all 3-summer months include the statement - otherwise, delete this sentence.





