Standard Letter for Staff/Faculty to Teach Additional Courses 
(Being hired on a per course basis)
 (Letter of Offer Must Include at a Minimum the Following Details)

Please remove this header information and place on your college letterhead


M E M O R A N D U M
TO:

Name of Employee



Home Department

THRU:

Name of Employees Immediate Supervisor



Department

FROM:

Name of Department Chair (requesting the teaching service)



Department (requesting the teaching service)

The Department of (indicate name of department) with the College of (indicate college), would like to offer you a part-time, non-tenure track faculty position of (indicate rank).  This appointment will be for the (fall/spring) semester and your compensation rate will be $(compensation rate) per course and you will be assigned the following course(s):
Indicate course 1

Indicate course 2

This compensation will also include your class/lab preparation, examinations, grading, and being available for student consultations, etc.  These services will be performed outside of your normal work schedule assigned to your primary position with Augusta University.  The above compensation rate will equate to $(indicate monthly rate) for the months of (August – December or January – May).

Teaching assignments may fluctuate and are contingent upon the schedule of courses offered each term, the required number of student enrollments in your tentatively scheduled course(s), and the Dean’s decision regarding effective use of (indicate college) resources.  We cannot guarantee that you will teach particular courses, that you will be scheduled to teach, or that you will actually teach in any given semester.

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 1.00 FTE faculty appointment serve at the pleasure of the President or the administrative officer to whom they report.

The compensation for this course/these courses will be reflected on your check advice as a separate line item titled ‘Extra Pay’.
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
