
Standard Letter of Offer for a PT Faculty Position 
(WITHOUT Clinical – WITH Administrative Responsibilities)
 (Letter of Offer Must Include at a Minimum the Following Details)

Date

Applicant

Address

City, State Zip

Dear (Applicant):

The Department of (department name) in the (name of college) at Augusta University would like to offer you a part-time faculty position (indicate FTE) as (Administrative Title) with the faculty rank of (Assistant Professor / Associate Professor / Professor) (indicate academic department).  This is Not a Tenure Type Position at a salary rate of ($annual salary) based on a (twelve-month basis or nine-month basis) which will be prorated effective (indicate effective date) – (indicate end of fiscal or academic year) pending approval of the President.

In your role as (Administrative Title), you will have oversight of the following:

(Outline administrative responsibilities here)
Augusta University embraces a tripartite mission of teaching, research / scholarship, and patient care / service activities.  Your percent allocation of effort is projected to be (indicate percentage breakdown of effort including % teaching, % research/scholarship, % service, % patient care/clinical, and % administration).  

This appointment is expressly subject to and conditioned upon the provisions of Section 8.3.9.3 of the Policies of the Board of Regents and continued funding.  This letter is not a contract for employment for a specified period of time.  All faculty holding less than a 1.0 FTE serve at the pleasure of the President or the administrative officer to whom they report. Additionally, this offer of part-time employment is contingent upon completion of a background investigation including a criminal background check, demonstrating your eligibility for employment with Augusta University, as determined by Augusta University in its sole discretion, confirmation of the credentials and employment history reflected in your application materials, and, if applicable, a satisfactory credit check.
Enclosed for your convenience is the Criminal History Record Release and Background Investigation form.  Please complete, sign and return to our Human Resources Division no later than (indicate deadline).  The mailing address is Augusta University, Human Resources Division, 1120 15th Street, HS-1111A, Augusta, GA  30912.
In order for us to proceed further with your appointment, we must receive your written acceptance as soon as possible, but no later than (indicate deadline).  Once your acceptance letter has been received by the Department of (indicate department), we will provide you with the paperwork necessary to facilitate your employment process.   Please keep in mind that this process and the background check will happen simultaneously.  It is very important that our Human Resources Division receives the enclosed Criminal History Record Release and Background Investigation form no later than (indicate HR deadline again).
Notwithstanding any other provision of this appointment, for Fiscal Year (insert fiscal year), the Board of Regents has authorized the president to implement a mandatory furlough program. If such a program is implemented at Augusta University, you will be required to have your salary reduced by not more than 10 days. In the event it becomes necessary for the president to exercise this authority, employee furloughs will be implemented in accordance with guidelines promulgated by the Office of the Chancellor. 

Sincerely,

Department Chair


c:  Faculty Support Services
Acceptance block:

I accept the part-time position of (indicate rank and/or title) in the Department of (indicate department) as noted in the above offer letter.
_______________________________________

______________________

Employee’s Name





Date

2

