

Month xx, 20xx
<name>
<address>

<address>

<address>

Dear <name>:
Upon the recommendation of the Search Committee for xxxxxxx, and the Department Faculty Status Committee (DFSC) of the Department/School of xxxxxx, it is my pleasure to invite you to join the Department/School of xxxxxxxxx in the College of xxxxxxx at Illinois State University.  This is a probationary tenure-track appointment, which begins August 16, 20xx.  All academic appointments are subject to approval by the President of Illinois State University and contingent upon proof of eligibility for employment in the United States.  Listed below are conditions of your appointment.

Your tenure year, the dates for consideration of tenure, and the determination of credit for prior service (if any) will be calculated according to Article IX of the Illinois State University Faculty Appointment, Salary, Promotion and Tenure Policies, a copy of which may be downloaded at http://provost.illinoisstate.edu/downloads/aspt/ASPTmasterAugust2011.pdf.
*
Your rank will be Assistant Professor.

*
Your annual salary will be $xx,xxx; distributed as a nine month salary of $x,xxx per month.

*
Your initial contract will be for a nine month appointment for August 16, 20xx - May 15, 20xx.  You will receive notice of reappointment or non-reappointment each year, along with evaluation of your professional performance. 
*
You may have opportunities for Summer teaching, which are guided by Departmental, College and University procedures.

*
You may have opportunities to be awarded University Research Grants, as provided for by Department/School, College and University procedures.

[Itemize additional details of offer, including negotiated start-up/recruitment items, as applicable.  The following are examples only]

*
Description of office &/or lab space, desktop/laptop, other basic or generic provisions as appropriate
* Library resources

* Course reassignment for research development
*
Graduate assistant(s).  Note if guarantee is time-limited or eventually contingent on performance
*
Mentoring programs and other professional development opportunities.

*
Professional travel support

*
Equipment 
*
Software

*
Other

*The University will reimburse you one-half of your moving expenses up to a maximum of $2,000, consistent with the limitations of the relocation policy. 
[If College/Department/School is providing additional moving reimbursement, please note].  See the enclosed Moving Expense Reimbursement form or download one at: http://provost.illinoisstate.edu/downloads/budget/PERS934_movingreimburs.pdf’

[Describe, at least in general terms, the assigned job duties.  The following is an example.]

You are expected to teach xxxx courses per semester (x credit hours), and to do scholarly activities, to serve on departmental, college or university committees, and to serve the xxxx profession at large.  Your specific duties will be will be assigned by the Chairperson/Director, consistent with Illinois State University assignment policies beginning fall semester 20xx.  
[Consider a message about any other expectations you might have.  The following is an example…]

There will a number of mandatory activities for you to attend as a first year faculty member.  Please plan to attend the University New Faculty Orientation, which will be held on August xx, 20xx; see http://ctlt.illinoisstate.edu/programs/nfo.php.   Note that the first day of classes will be August xx, 20xx.  You are also expected to attend all Department/School and College meetings, [list additional College &/or Department/School events].  These events are designed to welcome you to the university community, properly orient you to our University and College, and help ensure your success as a faculty member.  More information about specific dates of these events will be sent to you prior to the start of the academic year.

If you are not a United States Citizen, State of Illinois employee benefits for medical and retirement eligibility are contingent on visa status and on your meeting the Internal Revenue Test of "Substantial Presence."  More detail about this contingency is available at the website http://www.hr.ilstu.edu/benefits/insurance/eligibility.shtml.

If you require any accommodation(s) in order to perform the essential functions of your new position, please contact the Office of Human Resources at (309) 438-8311 or TTY (309) 438-2269 to outline your needs.  The Office of Human Resources will hold any information you provide in confidence. 

[If you plan to include the packet of additional materials, include the following or similar language.]

The accompanying employment materials contain additional information that is also a part of this offer.  Please read this information carefully and complete the enclosed documents as needed.  
· Moving Expenses Reimbursement Form

· Tenure Year Designation Form – PERS 919

· Employment Eligibility Verification Form, I-9

· Benefits in Brief

· PERS 150-Vita Form
[If you prefer to have forms completed upon the arrival of the new faculty member, include the following or similar language.  Feel free to include as many of the forms as you like in the packet.]

The following is a list of documents that will need to be completed upon your arrival.

· Tenure Year Designation Form – PERS 919
· Employment Eligibility Verification Form, I-9

· New Employee Information Sheet

· Vita Form – PERS 150

· Official Transcript conferring the terminal degree/highest degree.

If you have any questions, feel free to contact me or the Office of Human Resources.

All academic appointments are contingent upon the receipt of certain documents and forms including official transcripts conferring the terminal degree/ highest degree.   An official transcript bears the official signature of the Registrar, may have a raised university seal, and/or is printed on secured paper.  A photocopy cannot be accepted as an official institutional document.   Please see that official transcripts are sent immediately to: Human Resources, Campus Box 1300, Illinois State University, Normal, IL 61790-1300. 

In addition, all appointments are contingent upon proof of eligibility for employment in the United States.   The Immigration and Control Act of 1986, Public Law 99-603, requires all new employees to file an I-9 in person and no later than three days from the beginning of employment.  This may be accomplished within our department or through the Office of Human Resources.  A list of the types of documentation you will be expected to provide is available at http://www.hr.ilstu.edu/downloads/ISU_I-9_%20Procedures.pdf; additional copies of the form itself is available at http://www.uscis.gov/files/form/i-9.pdf.  Failure to comply with this law will result in cancellation of your appointment. 


Completion of additional employment forms are part of this offer and will be completed in person upon your arrival.  

As verification that you accept this offer, please sign the enclosed copy of this letter and return it to me along with all other completed forms by the end of business on [date].  A contract will be sent following your acknowledgement and acceptance of the terms set forth in this letter.

Again, it is a pleasure to welcome you as a faculty member of Illinois State University.   If you have any additional questions, feel free to contact me at (309) 438-xxxx or the Office of Human Resources at (309) 438-8311. 

Sincerely,

Xxx xxxxx, PhD
Professor and Chair/Director
Copies:
xxxx xxxxx, College Dean


Human Resources



Office of the Provost

I accept the offer as described in this letter.
                                                        _______ 


_____________________

Signature





Date

