Offer Letter – Clinical Professional Faculty
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 an appointment as an MACROBUTTON NoMacro [Click here and type title] of MACROBUTTON NoMacro [Click here and type Department Name] to begin MACROBUTTON NoMacro [Click here and type start date] with an initial [Click here and type either academic or fiscal] year salary of MACROBUTTON NoMacro [Click here and type salary].   This offer is contingent upon approval of the Provost.  In your case, we have every reason to believe that this approval will be forthcoming.  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.  

This is an academic year, renewable, non-tenure track appointment with an initial 2-year contract. Subsequent contracts will be in two year increments and are subject to availability of funds as well as continued excellent performance.  

Compensation and Benefits

The salary is paid in ten installments during the nine-month academic year.  [Click here and type salary]Annual salary increases are based entirely on merit. 

In addition to your salary, Purdue University provides a generous fringe benefit package that includes retirement benefits as well as major medical, disability and life insurance.  The University provides a 403(b) defined contribution retirement plan administered by Fidelity Investments, and you will be eligible for university-funded contributions immediately.  Upon hire, the University will contribute an amount equal to 10 percent of your budgeted salary (and summer earnings) to the 403(b) plan, and you will be required to contribute 4 percent of your budgeted salary (and summer earnings) to Purdue’s 401(a) defined contribution retirement plan.  Voluntary savings options are also available upon hire.  

Purdue University’s benefit package is summarized at www.purdue.edu/hr/Benefits.  The Faculty and Staff Handbook is located at http://www.purdue.edu/faculty_staff_handbook/
Moving Allowance
In order to assist you with your move to Purdue, you will be provided a moving allowance of 

MACROBUTTON NoMacro [Click here and type $ amount].  This lump-sum payment represents taxable income and taxes will be withheld from the payment.  If these funds are used for qualified moving expenses per current Internal Revenue Service guidelines, income taxes withheld may be recovered on your tax return.  Please consult your tax advisor.

Summer Salary
You may use a portion of the startup package for summer salary.  You will need to notify us if you intend to do so and when you want to exercise your summer employment.
Start Date of Employment

You should report to the Business Office on your first day of employment to complete paperwork required for payroll.  This offer is also contingent upon your eligibility to work in the United States. 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 should plan to attend the faculty and staff meeting to be held on MACROBUTTON NoMacro [Click here and type date, time, and location].

Teaching Schedule and Office Hours

Your anticipated teaching schedule  MACROBUTTON  AcceptAllChangesShown "[Click here and type is enclosed or 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.  You may also be asked to substitute for other instructors from time to time.

Other Employment Conditions

Additional employment conditions follow:

1. Faculty are expected to report for duty one-week prior to the beginning of each semester.

2. Faculty are expected to be available for duty through the final date for submitting grade reports for each semester.

As a member of the Faculty of Purdue University, you will be subject to all Purdue University policies.  Please note the documents referenced on the “Appointment to the Faculty” form; plus, some additional information may be viewed at the following Web addresses:

· B-4
“Political Activities” www.purdue.edu/policies/ethics/b-4.html
· B-48 “Principles and Policies for Academic Freedom, Responsibilities and Tenure, and Procedures for Termination of Faculty Appointments for Cause”: www.purdue.edu/policies/human-resources/b-48.html
· B-50 “Terms and Conditions of Employment of Faculty Members”: www.purdue.edu/policies/human-resources/b-50.html
· C-26 “Employment Period for Academic-Year Staff”:  www.purdue.edu/policies/human-resources/c-26.html
· I.A.1 “Intellectual Property”:  www.purdue.edu/policies/academic-research-affairs/ia1.html.  

To Accept this Offer …

Please indicate your acceptance of this position by signing in the space below. In addition to returning the original signed contract, please include a signed copy of this letter 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 you have any questions, please contact me atMACROBUTTON NoMacro [Click here and type phone number] or on the Internet at MACROBUTTON NoMacro [Click here and type e-mail address].

The faculty join me in welcoming you to the department and look forward to working with you.  We trust that it will be rewarding.

To Accept this Offer …

Please indicate your acceptance of this position by signing in the space below. In addition to returning the original signed contract, please include a signed copy of this letter 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 you have any questions, please contact me atMACROBUTTON NoMacro [Click here and type phone number] or on the Internet at MACROBUTTON NoMacro [Click here and type e-mail address].

The faculty join me in welcoming you to the department and look forward to working with you.  We trust that it will be rewarding.

Sincerely,

MACROBUTTON NoMacro [Click here and type department head name]
MACROBUTTON NoMacro [Click here and type department head address]
MACROBUTTON NoMacro [Click here and type XXX:yyy]
______________________________

_______________________

Acceptance Signature




Date


Enclosures:
Contract

Form I-9 List of Acceptable Documents  

Policies:  http://www.purdue.edu/policies/
Stamped Self-Addressed Envelope

cc: 
College of Technology Business Office

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