DRAFT

Offer Letter Format for Non-Tenure Track Research Position
Offer the position in a specific institute, center, department, school, or college at the base salary with beginning and ending dates. Note the name of the TSU faculty member sponsoring the research faculty member. Note that the appointment is subject to approval. 

Upon the recommendation of the DEPARTMENT, we are pleased to offer you a position as RANK in the DEPARTMENT NAME in the College/School of _______ at the Texas Southern University . Dr. _____ will be your sponsoring faculty member in the Department of ______________. Your annual salary will be $_____ for the period of _______________ to ______________, contingent upon the availability of funds.
State that this is a non-tenure track position and that service in rank does not count towards tenure. Note that the duration of the appointment is normally one year, however, certain contingencies may apply. Include DOE certification requirement. 

This is a non-tenure track position for which service in rank does not count towards tenure at Texas Southern University. This position carries with it no expectation of renewal beyond the specified time period. Continued employment and the possibility of reappointment are contingent upon the required approvals, the availability of funding, an annual review, and a continued need for the position within the DEPARTMENT.
State any other appointment contingencies. 

This appointment is subject to and by your acceptance you agree to comply with the policies, rules, regulations and procedures of Texas Southern University, and all applicable state and federal laws. This offer of employment is contingent on the completion of a satisfactory criminal background investigation/record check. This offer is also subject to approval by the president of Texas Southern University.
Note that research faculty are not eligible for internal grant programs, but are eligible to submit proposals as principal investigators. State that all equipment purchased through externally funded grants or TSU sources are the property of the State of Texas and will be reassigned when the candidate leaves the university. 

While you will be ineligible for internal grant programs, you are encouraged to submit external grant proposals as a principal investigator. Should you leave the university, all equipment purchased through external grants or TSU sources will be reassigned, as they are the property of the State of Texas.
Indicate eligibility in department to serve on committees. 

You will also be eligible to serve on thesis and dissertation committees, at the discretion of the department. Details should be worked out with the department chair.
Include Texas Southern University Legal Requirements Assurances sheet and forms. 

"As Texas Southern University complies with the Immigration Control and Reform Act, all appointments are contingent upon proof of eligibility to accept employment in the United States. Documentation of eligibility must be provided within 72 hours of employment."
"The State of Texas requires that all faculty who have contact with students complete the Primary Spoken Language of Teaching Personnel Self-Declaration section of the Faculty Employment Acceptance form. Please return this form with your letter of acceptance*."
Ask for an acceptance letter. 

We share the enthusiasm of Professor _____ and the DEPARTMENT of _____ at the prospect of your joining us. Please indicate your acceptance of this offer by signing below and returning it to me by ___________________.
OR
We share the enthusiasm of Professor ______ and the DEPARTMENT of ____________ at the prospect of your joining us. We look forward to receiving your acceptance letter within ____ days of receipt of this letter (OR by DATE).
To indicate your acceptance of this appointment, please sign the original of this letter and then return it to me.  The copy should be retained for your records.
Sincerely,

	
	
	

	(Name of Dean)
	
	Sunny Ohia, Ph.D.

Provost and Vice President for Academic Affairs and Vice President for Research

	(Name of college/school)
	
	


I accept this offer of (example: Professor and Executive Director) as described above.

	
	
	

	Signature
	
	Date


I decline the offer.

	
	
	

	Signature
	
	Date


Attachement:

*Primary Spoken Language of Teaching Personnel Self-Declaration section of the English Language Proficiency and Policies Acceptance Form
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