SAMPLE LUMP SUM OR SUMMER APPOINTMENT LETTER FOR ACADEMIC STAFF

Revised June 2010
(Date)

(Name & Address)

Dear (Name):

With the approval of the Chancellor, I offer you a fixed term academic staff appointment as (title) in the (Department, School/College/Division), effective (beginning date) through (ending date.)  (Optional:  This appointment is contingent upon                . ) Your responsibilities will be                         .  Your supervisor is                            .  Your salary will be $              , paid       (date)           (or:  according to the summer school pay schedule).  The only benefit associated with this appointment is eligibility for Social Security contributions.  

(Non-Instructional) 
Executive Order 285, issued by the Governor on June 23, 2009, requires all state employees to take eight days or 64 hours of unpaid leave as Furlough Time Off (FTO) in each of the next two fiscal years.  12 month (A-basis) eight days per year, nine month (C-Basis) six days per year, (or a proportional amount for part time employees).  Under the UW System furlough plan approved by the Office of State Employment Relations, your salary will be reduced each pay period in which furlough days are taken from July 1, 2010 until June 30, 2011.
(Instructional or Lump Sum)
Executive Order 285, issued by the Governor on June 23, 2009, requires all state employees to take eight days or 64 hours of unpaid leave as Furlough Time Off (FTO) in each of the next two fiscal years.  12 month (A-basis) must take eight days per year; nine month (C-Basis) must take six days per year, or a proportional amount for part time employees.  Under the UW System furlough plan approved by the Office of State Employment Relations, your salary will be reduced by 3.065% for the period July 1, 2010 until June 30, 2011, which is the equivalent value of the required Furlough Time Off.
This appointment is a fixed term appointment as designated under the Wisconsin Administrative Code Chapters 8‑13 and the UWM Academic Staff Personnel Policies and Procedures Chapters 101‑113, copies of which are available in your Dean/Division Head's Office and the Reserve Section of the UWM Library.  These documents specify the conditions of employment which apply to your fixed term appointment.  

This fixed-term academic staff appointment is only for the period of time specified in this letter. Renewal of this contract is not intended, and per Wis. Admin. Code sec. UWS 10.05(1)(a), no further notice of nonrenewal will be given.
If you accept this offer, please sign the enclosed copy of this letter of offer and return it to me (Optional:  together with a completed Employee's Withholding Exemption Certificate W‑4 in the envelope provided).  This offer of employment is contingent upon verification of your identity as required by the Immigration Reform and Control Act of 1986 and obtaining work authorization, including, but not limited to, obtaining the appropriate visa, as required by the U.S. Immigration and Naturalization Service or the U.S. Department of State.  It is your responsibility to obtain and provide the appropriate identity verification information and work authorization.  Failure to provide identity verification and work authorization prior to the commencement of your employment may result in UWM withdrawing this offer.

The University of Wisconsin distributes pay using an electronic direct deposit program.  Automated Clearing House (ACH) allows the safe, fast, efficient crediting of your pay directly to your financial account.  Please complete the attached ACH form and return it to payroll office, which is located in Engelmann 170.

I ask that you respond to this offer within               days of its receipt.  

Sincerely,

(Dean/Division Head)

Enclosure

cc:
(Optional)

Dear (Dean/Division Head):

I accept the appointment described in this letter of offer.  

                                                                              
Signature
Date    

