Template for College Deans’ Adjunct Offer Letter / Offer Letter
Current Regular Faculty or Staff teaching as Adjunct



<Date>

<Name>
<Address>

Dear <Name>:


By direction of Dean <Dean’s name> of the Rochester Institute of Technology (RIT), I am pleased to offer you an appointment as Adjunct Faculty in «Department Name», in the «College» at RIT. 

This appointment begins on <date> and ends on <date> and follows the approved academic calendar for the period of this appointment.  Please note that this appointment is for these dates only. 

Your salary for this appointment is <$X> and will be paid on the semi-monthly pay calendar beginning on <date> and ending on <date>. Please refer to RIT payroll calendar on the RIT Payroll website https://www.rit.edu/fa/controller/payroll for more information on specific pay dates.

Your assignment includes (list all courses and other duties):


	Department Name
	Course Name or Description of Duties
	Term (please check all that apply)

	
	
	☐Fall ☐Spring
☐Summer
☐Other


	
	
	☐Fall ☐Spring
☐Summer
☐Other


	
	
	☐Fall ☐Spring
☐Summer
☐Other


	
	
	☐Fall ☐Spring
☐Summer
☐Other


	
	
	☐Fall ☐Spring
☐Summer
☐Other









Appointments are offered on an as needed basis and depend upon numerous factors, including but not limited to, sufficient course enrollment, continued availability of funding, and satisfactory performance.  This appointment may be withdrawn at any time and you may be eligible to receive a prorated amount of the compensation stated in this offer letter. This prorated amount is intended to compensate you for work actually performed and shall be determined in the sole and exclusive discretion of RIT. 

Finally, the terms and conditions outlined in this letter are the only terms and conditions offered; no other representations are valid.  The execution of this letter is contingent upon receiving formal notification of your understanding and acceptance of these terms and conditions. Nothing contained in this letter, nor any statements made by any RIT employee, shall create the expectation of future appointments.

Please return this to my office by <date>.

We look forward to working with you.  

Sincerely,



<Name>
Department Chair


<Adjunct Name>

I ACCEPT THIS APPOINTMENT UNDER THE TERMS DESCRIBED ABOVE.

[bookmark: _GoBack]

______________________________________________________________________________	Signature of Acceptance							   Date














