Offer Letter – Limited-term Lecturer
MACROBUTTON NoMacro [Click here and type date]
MACROBUTTON NoMacro [Click here and type recipient’s name and address]
Dear MACROBUTTON NoMacro [Click here and type salutation name]:

On behalf of the Dean of the College of Technology, I am pleased to offer you a MACROBUTTON NoMacro [Click here and type FTE measure] position as a Limited-Term Lecturer in the MACROBUTTON NoMacro [Click here and type department name] for theMACROBUTTON NoMacro [Click here and type semester].   Your appointment will begin on MACROBUTTON NoMacro [Click here and type start date] and end on MACROBUTTON NoMacro [Click here and type end date]. This appointment is contingent upon the approval of the Provost. However, I have every reason to believe that the approval is forthcoming.  If this is your first limited term lecturer contract with Purdue or it has been more than two years since your last contract, this offer is contingent upon a background check which includes a standard criminal history, sexual offender registry check and verification of credentials as required by University Policy, on all new hires.
Compensation 

Your pay for this lecturer appointment will be MACROBUTTON NoMacro [Click here and type salary] for the duration of the appointment.  Limited-term lecturers are paid monthly, on the same schedule as ladder rank faculty.

Start Date for Employment

Prior to your first day of work, you must first complete Section 1 of the U.S. Citizenship and Immigration Services’ Form I-9, Employment Eligibility Verification.  To access the electronic form, visit the Purdue University payroll site at www.purdue.edu\Payroll.  Click the link titled, “Electronic I-9 for new hires/rehires,” login and complete Section 1 of the Form I-9.  After completing Section 1, you will be provided a list of acceptable documents.  The list of documents is also attached to this letter for your easy reference.  The required documents must be presented to your employing department on your first day of employment. 
You are also expected to meet with MACROBUTTON NoMacro [Click here and type supervisor name], your course supervisor or supervisor’s designee on your first day of employment to participate in any required orientation and course preparation activities.  Finally, you are to attend the faculty and meeting schedule by the director.
Teaching Schedule and Office Hours

As a lecturer, your assignment will be to MACROBUTTON NoMacro [Click here and type description of expectations]. Other responsibilities will include MACROBUTTON NoMacro [Click here and type other responsibilities] if applicable. 
Your anticipated teaching schedule (is enclosed) (will be available later this summer).  It should be noted that teaching schedules are subject to change as we react to various enrollment trends and conflicts that become apparent as the semester approaches.  
In addition to preparing for and meeting each class session, you are expected to be available to students outside of class time. 

Other Employment Conditions  
1.  Lecturers are expected to be available for duty through the final date for submitting grade reports each semester.

2. This appointment is subject to cancellation if the enrollment is insufficient in the course to be taught.
3. Priority will be given to assignments for full-time faculty, if courses are cancelled due to low enrollment. 
To Accept this Offer...

Please indicate your acceptance of this position by signing the enclosed contract and returning it in the stamped, self-addressed envelope by MACROBUTTON NoMacro [Click here and type date that is at least two weeks from the date of this letter].  

If we do not receive the enclosed contract by the above date, we may be forced to offer this opportunity to another qualified candidate in order to ensure that we have scheduled instructors for all of our courses.
If you have any questions, please contact me at MACROBUTTON NoMacro [Click here and type phone number], or on the Internet at MACROBUTTON NoMacro [Click here and type email address].

Sincerely,

MACROBUTTON NoMacro [Click here and type department head name]
MACROBUTTON NoMacro [Click here and type department head address]
cc:


Enclosures:
Contract

http://www.purdue.edu/Policies
Form I-9 List of Acceptable Documents

Stamped, Self-Addressed Envelope

cc:
College of Technology Business Office 


MACROBUTTON NoMacro [Click here and type supervisor name]
MACROBUTTON NoMacro [Click here and type other recipient(s)]
