
UNTF Model Offer Letter – Appointment for one Semester
(Notes in red are advisory; they are not to be included in the letter)
Dear:

I am pleased to offer you a fixed term appointment as _______________ in the Department of ___________ at Michigan State University.  The appointment is effective for the period ______________ through __________________ at _____ percent time and is probationary (delete “and is probationary” after appointment in the same unit for two or more semesters, i.e., fall and spring). The full-time annual salary rate for this appointment is $_______, with the salary paid on the last working day of each month during the appointment period.
A criminal background check is a prerequisite for all faculty and academic staff appointments (excluding foreign nationals who come to MSU directly from residence outside the U.S., for whom the Department of Homeland Security provides the necessary clearance.) at Michigan State University.  This offer of appointment is contingent on satisfactory criminal background check results, including degree verification.  You will be contacted by _________ to initiate the background check process. (Criminal background checks are required for new appointments and for individuals who have a break in employment of six months or greater. Omit this paragraph if not applicable.)
 The appointment offered to you in this letter is subject to the terms and conditions of a collective bargaining agreement between Michigan State University and the Union of Non-tenure Track Faculty/AFT, AFL-CIO (UNTF).  Article 6 of this agreement requires that all employees subject to the agreement pay either union dues or a representation fee to the UNTF.  
If you accept this offer, please sign below.  Your signature also indicates your understanding that payment of union dues or a representation fee is a condition of your appointment.  You may satisfy this condition of your employment by completing the enclosed payroll deduction authorization form/membership card and returning it to the UNTF at the address on the form.
While on a probationary appointment, all matters related to discipline or termination are not subject to the grievance or arbitration provisions of the agreement. (omit if appointment is not probationary)
While general expectations about your duties and responsibilities are indicated below and will be further clarified when you arrive on campus, I call to your attention the University’s general expectations regarding instruction as specified in the Code of Teaching Responsibility.

Your assigned duties for ______semester will be ______% teaching, ____% research and ____% outreach/service.  (Specify effort distribution for the semester; add statement regarding teaching, research and/or outreach/service responsibilities and expectations for position.) 
The attachment to this letter describes a variety of important issues pertaining to faculty and academic staff appointments at Michigan State University.  Please read it carefully. (omit if a reappointment)
If you have any questions or comments, feel free to contact me by phone at my office (517-___-____) or by email at ____@msu.edu. 
Enclosed are two signed originals of this offer letter.  Please indicate your acceptance of this offer by signing one of the copies where indicated below and returning it to me by _________. On behalf of the faculty and academic staff of the Department of _______________________________, I look forward to welcoming you as a colleague at Michigan State University and a member of our community.

Sincerely,

Professor and Chairperson (or appropriate title)
cc:


Attachment
I accept the appointment at Michigan State University as described in this letter and the attachment.

Name
                                                   Date 
Offer Letter Attachment – Important Information for New Faculty/Academic Staff
We are pleased that you have decided to join us at Michigan State University! A CD entitled “Starting State—Your Guide to Employment at MSU” is available on the web.  The CD will provide an introduction to MSU, an overview of important policies, a summary of benefit programs and provide on-line access that will enable you to enroll in selected benefits on the web.  Note, however, that you cannot enroll in benefits until your MSU NetID, the University- provided e-mail account, is activated.  It is important that you enroll in benefit programs within sixty (60) days of your appointment beginning date.

Orientation:
For new fixed term faculty:  http://www.fod.msu.edu/orientation/FTF_about.asp


For new academic specialists:  http://www.fod.msu.edu/orientation/ASP_about.asp

Additional Information about Benefits:
· Visit the Faculty and Academic Staff Home Page on the MSU Human Resources website
· Attend the optional Benefits/Retirement Orientation available on the third Wednesday of each month from 12:30 – 2:00 p.m. in Room 125 Nisbet Building on campus (please call 517/353-4434 to register).
· Call the MSU Human Resources Benefits Office at 800/353-4434.
MSU ID Card:
· Can be obtained at one of the optional orientation sessions (see above)
· Also available in Room 170 International Center
MSU NetID (e-mail account):  Contact (department representative) for assistance.

MSU East Lansing Campus Parking Permit:

· Can be obtained at one of the optional orientation sessions (see above)
· Available at the Department of Police and Public Safety Building
Note:  You must show your vehicle registration to apply for a parking permit.

Payroll Forms including W-4 and optional Direct Deposit:
Use the Employee Self-Service  (ESS) tab after your MSU NetID is activated.
 Form I-9:
Appointment approval is subject to completion of a U.S. Citizenship and Immigration Services Form I-9.  The Immigration Reform and Control Act of 1986 requires MSU to verify the employment eligibility and identity of all new hires via the I-9 form. The I-9 form may be completed by a notary or when you arrive at Michigan State University.  

Information for non-U.S. Citizens/non-Permanent Residents:
There may be laws (e.g., Export Administration Regulations and International Traffic in Arms Regulations) that limit or prohibit your employment activities because you are not a U.S. Citizen or permanent resident.  It is your responsibility to familiarize yourself with and abide by such laws.  The Office of Regulatory Affairs can provide you with information about such laws and answer any questions.  

Reasonable Accommodation:
MSU employees with disabilities have the right to request and receive reasonable accommodations as long as such accommodations do not impose undue hardship to the University. 
Union of Non-tenure Track Faculty collective bargaining agreement:
The agreement is available at http://www.hr.msu.edu/documents/contracts/UNTFContract.pdf


