PRINT ON DEPARTMENT/SCHOOL LETTERHEAD


Memorandum
ADD Delivery Method
DATE:
Date







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

Name, Dean


Name, Campus Appointing Authority

This memorandum is a written offer
/renewal/confirmation of your Faculty Hourly [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
Salary:
$_______ Hourly
Duties:
[Please add duties]
You are required to enter hours worked by completing and certifying your time via Workday.
If new hire add SMS and I9 details.

The Washington State University Intellectual Property policy, which is included in the Faculty Manual and is a condition of your employment, provides that certain intellectual properties developed within the scope of the faculty members’ employment or association, or developed with substantial use of university facilities, or developed under third party funding agreements are considered to be the property of the University. By your acceptance of this position, you hereby assign to the University any intellectual property in which the University has an interest, as defined by the Faculty Manual, and further agree to execute promptly all assignments, waivers and other legal documents necessary to vest in the University or its assignee any and all rights to the intellectual property.
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. 
Once the offer is accepted, NAME [HR Partner/admin manager] will be contacting you via phone to obtain personal identifying information in order to complete the hire process.

Thank you for replying at your earliest convenience. 

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


Intellectual Property and Proprietary Information Agreement for Visiting Personnel Using WSU Facilities 


cc:
Department Employee File

HRS Benefit Services

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


�If for New hire, add the following: 


Pursuant to �HYPERLINK "https://app.leg.wa.gov/RCW/default.aspx?cite=28B.112.080"��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 �HYPERLINK "mailto:ip.intlservices@wsu.edu"��ip.intlservices@wsu.edu� or 509-335-4508.


 


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


�185-YN Faculty Overload Hourly


237-YN Adjunct Hourly


153-YN Adjoint Hourly :: for research duties


�Pursuant to �HYPERLINK "https://app.leg.wa.gov/RCW/default.aspx?cite=28B.112.080"��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 �HYPERLINK "mailto:ip.intlservices@wsu.edu"��ip.intlservices@wsu.edu� or 509-335-4508.


�Only include if on paid appointment


�Include if new hire.


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


�Include if hired as Adjoint.





AND update the signature details to include: 





Acknowledgement and Acceptance:


I accept your invitation for appointment as a Visiting [TITLE] Faculty at Washington State University and agree to adhere to all of the rules and regulations of the University and the laws of the State of Washington, as they currently exist or as they may be amended from time to time.  I specifically acknowledge and accept my responsibilities with regard to Intellectual Property, as defined above. I have also completed the Intellectual Property and Proprietary Information Agreement for Visiting Personnel Using WSU Facilities.





I, [NAME]





          	Accept		          	Decline  








				                               		            	      


Signature					             Date





