







November 4, 2003

Ms. Jane Jones

123 Main Street

Anytown, NJ  12345

Dear Ms. Jones:  

I am pleased to offer you an appointment as a Part-Time Lecturer, subject to adequate enrollment in the course to which you are assigned.  You will be responsible for teaching in the following course:


School or College:
____________________


Department:

____________________


Term:


____________________


Salary:


____________________


Course:


____________________


Approx. # of students
____________________

Please sign and date this letter indicating that you accept the terms and return the signed letter by November 21, 2003 to:





(Name), (Title)





(Department)





(Campus Address)





Rutgers University





(City), New Jersey (Zip Code)

In addition, please contact the department secretary as soon as possible to make arrangements for completion of necessary payroll forms.

A copy of this letter is enclosed for your records.  I look forward to your association with the University.









Sincerely,

Enclosures

c:
(Department Chair/Director)

_________________________________


___________________________

Signature






Date


PROFESSIONAL DEVELOPMENT 

ADDENDUM TO APPOINTMENT LETTERS

FOR PART-TIME LECTURERS

The University has several resources that can be of use to PTLs: the Teaching Excellence Center, the Learning Resource Centers, and the Libraries.

The Teaching Excellence Center (http://teachx.Rutgers.edu) offers a variety of materials and workshops to assist faculty.  A list of scheduled workshops is available on their website.

The Learning Resource Centers (http://lrc.Rutgers.edu), on each campus, provide academic support to students through tutoring, writing assistance, and course support.  PTLs may place materials such as sample exams, study guides, and class notes in the LRCs to assist students.   The LRCs can also provide a place for disabled students, who require a specialized environment, to take exams.

The Rutgers University Libraries is one of the nations leading academic library systems.  In addition to its large collections in a variety of different areas, it offers a variety of services including classroom instructions, research assistance, and consultations to assist PTLs and their students.  For further information, please check the library website at http://www.libraries.rutgers.edu.

FAS-NB



(date)

John Smith

123 Main Street

Anytown, NJ  12345
Dear Mr. Smith

I am very pleased to confirm your appointment as a part-time lecturer with the Faculty of Arts and Sciences, Rutgers University-Newark.  Your teaching responsibilities include:

	Course Name:
	_____________
_____________
_____________
_____________
_____________

_____________
_____________
	
	

	Course Number:
	
	
	

	No. of Sections:
	
	
	

	Est. Enrollment:
	
	
	

	Semester:
	
	
	

	Salary:
	
	
	

	Department:
	
	
	


Special Circumstances:
Please sign the enclosed copy of this letter to indicate your acceptance and return it to ____________ as soon as possible (323 Hill Hall or through your department secretary).

Your department or program chair can inform you of any responsibilities or duties attached to this assignment, including office hours, warning notices to students, syllabi, book orders, and grading policies.

The Immigration Reform and Control Act of 1986 requires all employers to certify the identity and work eligibility of all new employees.   This offer of appointment is, therefore, subject to your presentation of proper documentation as required by law.  You should contact the department chairperson to discuss this documentation
This salary is in accordance with the Agreement Between Rutgers and Part-Time Lecturer Faculty Chapter, Rutgers Council of AAUP Chapters effective July 1, 1999.
Sincerely,

