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

On behalf of North Carolina State University and the Department of (Insert Department Name) in the (Insert College/Unit Name), I am pleased to offer you employment in the position of Adjunct Lecturer, Summer Session, effective (Enter 5/21/12 for SSI or 6/28/12 for SSII).  You will receive (Enter compensation amount) and will be responsible for the following: 

(Insert any specific departmental employment arrangements/commitments).

Please note that payment is warranted only if a minimum of 10 students register in a graduate course section or 12 students register in an undergraduate course section.  Compensation is authorized only for the instruction of regularly scheduled classes, not for the supervision of graduate research, special projects, or special topics classes.

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,

________________________________________________

(Name of Department Head/Unit Administrator/Hiring Official)
c:  (Name of College/Unit Administrator)
I accept this offer and agree to abide by the policies and regulations of the University.

Signature





Date
EPA Employment Addendum – Adjunct Lecturer, Summer Session

Employment Policies
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.
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
Benefits

This position is ineligible for participation in retirement, health insurance, or voluntary benefits programs.  Information concerning benefits eligibility 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.  
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.
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_________________________________

Signature / Date

