(Insert Date)
(Name)
(Address)
(City, State, & Zip)
Dear (Insert Name):

On behalf of North Carolina State University and the Department of (Insert Department) in the College of (Insert College), I am pleased to offer you tenure-track faculty employment at the rank of  FORMDROPDOWN 
 at a gross annual salary of (Insert Salary).  This appointment carries a (Insert FTE) service obligation on  FORMDROPDOWN 
  FORMDROPDOWN 
 basis effective (Insert Begin Date) through (Insert End Date).  

(Insert any specific departmental / college employment responsibilities / commitments here.)  [e.g. commitments for start-up packages]
This appointment is contingent upon background checks, verification of academic and professional credentials and upon your agreement to abide by the policies and regulations of the University.  The information on the attached addendum is incorporated as part of this offer.

Please acknowledge your agreement and acceptance of this offer by signing this letter, and its incorporated addendum, and returning it to me by (Insert Date).
My colleagues and I sincerely hope you will be joining the NC State University community and look forward to your acceptance.  Should you have questions, do not hesitate to contact the Personnel Representative, (Insert Personnel Rep's Name), or myself.

Sincerely,






_______

(Department Head's Name)
c:  (Dean's Name)
I accept this offer and agree to abide by the policies and regulations of the University.

Signature





Date

Employment Offer Addendum - Tenure-Track Faculty

Employment Policies

You will receive an official appointment letter from the Dean as this offer is subject to the Dean’s approval.  
Your appointment to this position is subject to the Constitution and laws of the United States and the State of North Carolina, and to the policies, regulations and rules of the University of North Carolina and NC State University as adopted and as periodically revised or amended.  NC State University policies, regulations and rules, and the UNC Code, may currently be found online at http://www.ncsu.edu/policies/homepage.php and http://www.northcarolina.edu/content.php/legal/policymanual/contents.htm respectively.  Your performance, salary, and responsibilities will be reviewed according to established University requirements and 

departmental / college evaluation criteria.

Employees of the University are required to participate in the Direct Deposit Program using their financial institution of choice.  Information concerning the Program and additional banking options may be found at:

http://www.ncsu.edu/policies/employment/payroll/REG05.45.1.php 

For Academic-Year Appointments 

By current practice, individuals on academic-year (AY) appointments – except for initial AY appointments – receive their pay spread across the 12-month fiscal year.  As a result, pay received in July through December includes advance payment for the upcoming/current academic year; May and June paychecks include post-payment for the concluding academic year.  For initial AY appointments, the first payment is in August (and constitutes 2/12s of the AY salary), and the final payment is in June, unless otherwise specified by the Payroll Office.  Individuals whose employment with NC State ends before the completion of the fall semester will owe the university reimbursement for the proportionate amount of any prepayment.  Refer to http://www.ncsu.edu/policies/employment/faculty/REG05.20.7.php for additional information.

Benefits / Orientation

Information about eligibility for leave benefits applicable to positions that are “exempt” from the State Personnel Act (EPA) is included in the following policy: http://www.ncsu.edu/policies/employment/epa/POL05.15.1.php
Information concerning retirement, health, and other benefits is available through NC State’s Division of Human Resources online at: http://www7.acs.ncsu.edu/hr/benefits/life_events/new_empl.asp or by phone at 919-515-2151.  IMPORTANT NOTE:  Some benefits require enrollment within the first 30 days of employment.  To avoid forfeiture, please attend a New Employee Orientation session within your first few weeks of employment.  New faculty members are invited to attend a faculty orientation that is sponsored by the Provost’s Office and scheduled during the week before fall semester classes.  You will receive a personal invitation with the specific date and time.  For information regarding this see:  http://www.ncsu.edu/provost/academic_affairs/fd/nfo.

Reappointment, Promotion, and Tenure Review

This position is a tenure-track position and there is an established time frame during which a decision to reappoint or confer tenure must be made.  Your reappointment decision will be made during the (Insert RPT Cycle) RPT Cycle, which is before the end of the third year of the initial term.  Your tenure decision will be made during the (Insert RPT Cycle) RPT Cycle, which is before the end of the second year of the second term.  For information regarding review timelines see:  http://www.ncsu.edu/provost/RPT/ReviewTimeline/index.html.

Proof of Work Authorization

As required by Federal law, this offer is contingent upon your presentation of authorized documentation that verifies your identity and your eligibility to work in the U.S.   You will be asked by a representative of your department to complete the form I-9 (Employment Eligibility Verification) no later than your third day of work.  If you are not a U.S. citizen, or U.S. Permanent Resident, your department will work with HR’s International Employment Office to petition for non-immigrant visa status on your behalf for employment at NC State University.  For assistance, contact the International Employment Office at (919) 513-7525.
Funding Contingency (remove if inapplicable)
This position is funded in whole or in part from contract or grant sources, and as such, your employment is contingent upon the continued availability of such funding.  Please be aware that the effect of this funding contingency may apply without further notice as outlined in section 2.3 of Policy05.15.1 http://www.ncsu.edu/policies/employment/epa/POL05.15.1.php.
____________________________________

Signature / Date

Signature / Date




