EXAMPLE A
Faculty
(Contract Employees) 
Letter of Offer

Date

Dear  ________________:

I am pleased to offer you a position as (choose one: Instructor, Assistant Professor, Associate Professor, Professor) Professor of ___________ in the Department of _____________ at Delta State University, beginning on August (date).  The salary for this nine-month, (choose one: tenure, tenure-track, non-tenure track) position is $_____ payable in monthly installments over a nine or twelve month period.  This offer does not include or guarantee summer employment, but it is frequently available.

The faculty workload consists of the teaching equivalent of twelve credit hours per semester and includes time allocated for teaching, research, and service. Your teaching responsibilities will be _____ classes in both the fall and spring semester.  Since this is ___ credit hours, or ____ percent of the total workload, the remaining percent of your time will be devoted to scholarly activities. This workload is subject to review and can be maintained only with measurable productivity.  The most important measure of activity is published articles in peer-reviewed journals.  Research grants, presentations at professional meetings, research reports, service contributions, and other evidence of scholarly activities are also considered.

As a faculty member at Delta State University, you will be expected to meet the highest professional standards in your contributions to teaching, research, and service.  You will be evaluated annually on your performance in these areas and that evaluation will be the basis for decisions for future salary increases.  It is our expectation that full professors will have established national reputations in their field of expertise.  

To be tenured requires that you be a citizen of the United States or be eligible for permanent employment in this country.  This offer is contingent upon nomination by the University President and approval by the Board of Trustees of State Institutions of Higher Learning. As an employee, you will be required to comply with the laws of the State of Mississippi, policies of the Board of Trustees of State Institutions of Higher Learning and University policies.  This offer is also contingent upon your being a United States citizen or having lawful authorization to work in the United States for the full term of the contract.

It is my sincere hope that you will accept this offer to join our faculty.  I believe that you have much to offer our program, and you will achieve professional advancement and fulfillment as a member of our department.  Please notify us of your acceptance or rejection of this offer by _________.  Should you decide to accept this offer, please return a signed copy of this letter to me by the above date.  If you accept this offer, please contact the Human Resources Department for new employee information at your earliest convenience. As a new employee, you have 31 days from your hire date to enroll in selected benefits.

Sincerely,

Name




Department Head








I am [ ] or am not [ ] actively contributing to the Public Employees’ Retirement System of Mississippi with another agency/institution at this time (check one).

_________________________________________


__________

Name







Date

cc:
Human Resources Department

EXAMPLE B
Executive, Administrative, Managerial, and Other Professional Staff
Letter of Offer


Dear ___________:

I am pleased to offer you the position of ___________ in the Department of ____________ at Delta State University, beginning on   (date)  . The annual salary rate of this (nine-month or twelve-month) position is $ _________ payable monthly.

Use this paragraph if the salary is under $75,000: This offer is contingent upon approval by the Vice President for (name of division), and the University President. As an employee, you are expected to comply with all federal and state laws, all policies of the Board of Trustees of State Institutions of Higher Learning and all University policies. This offer is also contingent upon your being a United States citizen or having lawful authorization to work in the United States. This offer will be withdrawn if you are not authorized to work at Delta State University by the beginning date indicated above. This letter of offer is not a contract or an offer of a contract.

Use this paragraph if the salary is $75,000 or more: This offer is contingent upon nomination by the University President and approval by the Board of Trustees of State Institutions of Higher Learning. As an employee, you are expected to comply with all federal and state laws, all policies of the Board of Trustees of State Institutions of Higher Learning and all University policies. This offer is also contingent upon your being a United States citizen or having lawful authorization to work in the United States. This offer will be withdrawn if you are not authorized to work at Delta State University by the beginning date indicated above. This letter of offer is not a contract or an offer of a contract.

Use this sentence if the administrative position also retains faculty rank: If this administrative position is converted to faculty status without administrative responsibilities, the administrative stipend will be subtracted from your annual salary and the position converted to a nine-month position, if appropriate.
Should you decide to accept this offer, please return a signed copy of this letter on or before   (date)  .
 If you accept this offer, we will schedule an appointment for you with the Human Resources Department for new employee information at your earliest convenience. As a new employee, you have 31 days from your hire date to enroll in selected benefits.

Sincerely,

Name
Department Head

I am [ ] or am not [ ] actively contributing to the Public Employees' Retirement System of Mississippi with another agency/institution at this time (check one).

________________________________________________
                                                                                        Date

cc: Department of Human Resources Management
(Letter to be used for employees working 40 hours per week)

EXAMPLE C
Support Staff Employee
Letter of Offer


Dear __________ :

I am pleased to offer you the position of ___________ in the Department of ____________ at Delta State University, beginning on   (date)  . The annual salary rate of this (nine-month or twelve-month) position is $ _________ payable monthly. As an employee, you are expected to comply with all federal and state laws, all policies of the Board of Trustees of State Institutions of Higher Learning and all University policies.
While the position we are offering is normally a 40 hour per week job with the work week beginning at 12:01 a.m. on Sunday and ending at 12:00 midnight on the following Saturday, you may be asked to work overtime. If you are required to work overtime, you will be compensated with overtime pay or compensatory time for hours work beyond forty (40) during the work week unless otherwise notified. This offer is also contingent upon your being a United States citizen or having lawful authorization to work in the United States. This offer will be withdrawn if you are not authorized to work at Delta State University by the beginning date indicated above. This letter of offer is not a contract or an offer of a contract.

Should you decide to accept this offer, please return a signed copy of this letter on or before      date     .             
If individual is benefits eligible, i.e., employees who are regularly scheduled to work one-half time or more (50% time or greater) and whose positions are expected to be active for more than four and one-half months, please include the following sentence as part of this paragraph.
If you accept this offer, we will schedule an appointment for you with Human Resources for new employee orientation at your earliest convenience. As a new employee, you have 31 days from your hire date to enroll in benefits.

Sincerely,
Name
Department Head
Approved:

_______________________________________________
Dean/Director, College/Division of __________________

Offer Accepted: (If funding for this position is through a grant or contract, add: I agree to allow the sponsoring agency access to my employment records as it is relevant to the review or audit of the project.)
I am [ ] or am not [ ] actively contributing to the Public Employees' Retirement System of Mississippi with another agency/institution at this time (check one).

________________________________________________
                                                                                        Date

cc: Department of Human Resources Management
