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SAMPLE OFFER LETTER FOR TENURE TRACK FACULTY ON AN ACADEMIC YEAR APPOINTMENT
Last updated: 4/10/20
Offer letters may be personalized for the individual appointee.  Italics in this template reflect portions of letter that will need individualized information.  

[bookmark: Text1]Date

[bookmark: Text2]Name 
[bookmark: Text3]Address

[bookmark: Text4]Dear Name:

[bookmark: Dropdown1][bookmark: Text5][bookmark: Dropdown2][bookmark: Text6][bookmark: Text7][bookmark: Text8][bookmark: Text9][bookmark: Text10][bookmark: Text11]I am pleased to extend a formal offer to you for the position of  Professor in the Department, Division, School, Program at the University of Wyoming.  The appointment is a tenure-track position at an  salary of salary (divisble by 12), plus fringe benefits (see attachment) valued at approximately benefits dollar amount, for a total compensation package valued at nearly total compensation.  The effective start date of this appointment will be start date.  University of Wyoming policies and practices dictate that your tenure decision must be made no later than the year academic year.  Tenure, if granted, would be effective year.  

Please note you will receive your annual (academic year) base salary distributed over 12 months. (Your pay during the summer is referred to as “Balance of contract”.)  As a university employee on an academic year appointment, you may earn additional supplemental pay not to exceed 1/3 of your base academic year salary. (See UW Regulation 5-2 for more details.)

This position is also contingent on your eligibility to work legally in the United States and on satisfactory completion of a background screening. 

[bookmark: Text21][bookmark: Text22][bookmark: Text23][bookmark: Text12][bookmark: Text13]This offer includes XXXXXX in start-up funds, payable over a XXXX year period.  All moving allowances should be budgeted in the total startup funds and will be paid in a lump sum.  Payment for moving allowance will be processed once you are officially on the payroll and processing normally requires 2 to 3 weeks. Whenever an employee receives an allowance for moving that is required to be reported by IRS regulations, the university will report such allowance as required, including withholding income and other taxes as applicable. You will be given a $enter amount, not to exceed 1/12 of base salary allowance for your moving expenses.  University of Wyoming employees are paid on the last working day of the month; hence your first paycheck will be month.  Please note that insurance coverage takes effect month.  Coverage is not automatic so you must enroll for coverage in person with the insurance office on campus within 31 days of start of employment.  

	Responsibilities associated with this appointment include specify here: e.g., teaching [insert number] courses in [insert Academic Unit], research/creative activity, undergraduate and graduate student advising, and service in accordance with the policy of the College and University. If appropriate include additional expectations/instructional duties here, e.g., …include but are not limited to: lectures, grading, # of office hours per week, online availability if course is delivered online, etc.. Allocation of effort may be revised during the term of your employment.  We can discuss your job duties in further detail upon your acceptance of the position.

[bookmark: Text14][bookmark: Text15][bookmark: Text16]You will be expected to attend new faculty orientations during August year.  Two orientations are hosted by the Office of the Provost and Vice President, Academic Affairs; one is designed for all new university academic personnel and the second will focus on the reappointment, tenure and promotion review process.  Dates for these orientations are XX (or have not yet been determined). For more details, see www.uwyo.edu/acadaffairs/nfo/. If appropriate, add a statement here about college and/or department specific orientations.New faculty are also encouraged to attend seminars on teaching conducted through the year by the Ellbogen Center for Teaching and Learning (www.uwyo.edu/ctl/). 

You can find supplemental information for prospective academic personnel on the Office of Academic Affairs website (www.uwyo.edu/acadaffairs/academics/faculty-resources/).  This site contains information critical to your employment.  By following the link for prospective faculty you can find information on employee benefits, background checks, faculty governance, as well as other topics of importance to your future at UW.

	This position is subject to available resources and approval of the University President.  All appointments and reappointments of tenure-track faculty are governed by University Regulations, as may be amended from time to time, including University Regulations 2-1 (Academic Personnel),  2-7 (Reappointment, Tenure and Promotion Procedures for University Faculty), and 5-2 (Employment Provisions Applicable to all Personnel) as well as other University Standard Administrative Policies and Procedures (SAPPs).  I encourage you to review these Regulations and SAPPs.  They can be found at http://www.uwyo.edu/regs-policies/.   

[bookmark: Text17]If you agree to accept this offer and its conditions and in order for this offer to remain in effect, please return a signed copy of this offer letter no later than date.  Following approval by the appropriate University officials and the University President, you will receive a letter from the Provost & Vice President of Academic Affairs confirming your appointment.  Prior to the President acting on your hire, a copy of your transcript must be received by the Provost directly from the institution that granted your highest degree.  Please request this be done as soon as possible. They should be sent to 1000 E. University Ave. Dept. 3302, Laramie, WY 82071.

[bookmark: Text18]	Please call me at (307) 766-XXXX if you need further clarification on any part of this offer.

Sincerely,



[bookmark: Text19]Name, Title

[bookmark: Text20]xc:  XXXX

[bookmark: Dropdown3]I, _____________________________________________ accept this offer for the position of  Professor and verify that I have reviewed UW Regulations pertaining to the appointment.

_________________________________________		_________________

Signature							Date
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