Date
Name
Address

City, State, Zip

Dear ___________:

I am pleased to offer you the position of [official title] at Colorado State University, effective _____________.  This offer has the approval of the Provost and Senior Vice President Anthony A. Frank, acting under the authority delegated to him by the Board of Governors, Colorado State University’s governing board.

This is a [full; part]-time [regular; special] __-month appointment at a starting salary of $_______ plus benefits.  Your assignment will be in the [Department of; Unit] ___________________, and your duties will be as described in the job description.  This is an Administrative/Professional position and pursuant to State Statute, C.R.S. 24-19-104, all Administrative Professionals are “employees at will” and their employment is subject to termination by either party at any time, although a termination cannot be for a reason that is contrary to applicable Federal, State, or local law.

Please familiarize yourself with the policies and regulations outlined in the Academic Faculty and Administrative Professional Manual.  Sections D and J are especially germane, as they outline the responsibilities and expectations for administrative professionals.  Section G of the Manual describes Privileges and Benefits, and Section F of the Manual describes Colorado State University Leave policies.  The Manual can be accessed at www.facultycouncil.colostate.edu/files/manual/ table.html.  Also, please review the benefits manual found at www.hrs.colostate.edu/benefits/ index.html.
If applicable:
Since you are a Foreign National on a limited visa, it will be your responsibility to seek Lawful Permanent Resident Status from the Immigration and Naturalization Service, but the Department of _________________ will assist you in this process.  Aside from whatever administrative help we may be able to provide, we will pursue approval of supplemental pay to help defray reasonable expenses in achieving such status. 

If applicable:

We have agreed to a start-up package consisting of the following elements: [insert total dollar figure and space accommodations].  A separate itemized budget will be provided by [department] Chair [name].  Any unspent funds remaining after three years may be rescinded by the dean’s office.

If applicable:

A.  The institution will pay all reasonable relocation costs as you move to Fort Collins.  Please be aware, however, that expenses in excess of $7,500 require approval in advance by the Provost and the Vice President for Administrative Services.  You will need to secure at least two guaranteed bids from moving companies and get prior approval for the moving expenses.  Included in the financial limits stated above would be reasonable costs of your visit(s) to Fort Collins to look for housing.

B. The [department/college/unit] is prepared to assist with your relocation and moving expenses in the amount of $_______.  
Payments cannot be made prior to the official start date of the appointment.  In the event that you choose to relinquish your position, for reasons within your control, before your one-year anniversary date, you will be required to reimburse the University for all moving and relocation expenses, including in-kind services.  A detailed list of the university’s Moving Expense Regulations can be found at http://www.colostate.edu/Depts/BusFin/apmvngexppcktgd.pdf.

I appreciate your willingness to accept this important and challenging assignment.  I look forward to working with you to enhance the quality our programs at Colorado State University.  To confirm your acceptance of this position, please sign below and return the original to me by ___________. Please retain a copy for your records. 

Sincerely,

Name of Department Chair




Name of Faculty Member (if necessary)
Name of Department





Name of Department
I accept your offer of the aforementioned position:

________________________________


_________________
Signature



  


Date

xc:
Tom Gorell, Vice Provost for Faculty Affairs
Rick Miranda, Dean
