[Insert Department Letterhead]

	

Date

Name
Address

Dear Dean of Division Name:  

I am requesting an additional job (.13 FTE, 25%) for Name, who is a Faculty in the Department/Program.  He/She/They will be teaching Name of Course, Course/Section for the ____ semester. This offer is contingent upon adequate enrollment for this/these course section(s).  	Comment by Logan Ejupi: The standard FTE for an additional job teaching a 3-credit course is .13, 25% time.  For a non-standard FTE for a course, please contact your Divisional/Associate Dean for approval prior to submitting.

You should replace these values with updated FTE and percent time, if applicable (i.e. this additional job is requesting to teach more than one new course, use 0.25 FTE and 50%)

We will pay her/him/them $___ for this additional job starting date and ending date.


_____________________________				_____________________
Name, Chair/Director						Date
Unit

1. What is the current FTE/Percentage of this employee? FTE:_____	Percentage:_____	Comment by Logan Ejupi: Questions 1, 2, and 2a must be answered before submitting this document to A&S Faculty Affairs for approval, by filling in the appropriate number AND selecting the appropriate Y/N responses. 
Please include all active appointments for the term in which the additional job is being requested

2. If primary appointment is Teaching Professor rank, does the contract permit additional jobs?
Yes:_____	No:_____	N/A:_____

2. a. If no, have you spoken to the appointing Divisional Dean about this appointment? 
Yes:_____	No:_____	N/A:_____

Concurred: 	Comment by Logan Ejupi: This section should only be used if the additional job is teaching a course outside the instructor’s home department or requesting department (i.e. a RAP instructor teaching a course with an ENGL prefix). Otherwise, it should be deleted.


_____________________________				_____________________
Name, Chair/Director						Date
Unit



	Comment by Logan Ejupi: This section should only be used for research faculty (i.e. the word “research” is in their primary job title, i.e., job code 13XX). Otherwise, it should be deleted.

Questions 1 and 2 must be answered before submitting this document to A&S Faculty Affairs for approval.

Note: Review and pre-approval of the *draft offer letter document* before submission to A&S Faculty Affairs is NOT required by the Office of the Vice Chancellor for Research. ResFacHR only needs to pre-approve the faculty member to teach the course generally.
Concurred:

_____________________________				_____________________
Name, Chair/Director						Date
Institute


_____________________________				_____________________
Name								Date
Vice Chancellor for Research and Innovation

NOTES: 
1. Employee last taught for the College of Arts and Sciences:_______________ 
	Please include both term and department name
2. Current percentage of Research Faculty (13XX job code) appointment:_____%	

I have reviewed the policy related to overload limits for the College of Arts and Sciences and certify that this additional appointment does not exceed the limit on overload teaching related to my principal appointment.  All of the courses I have agreed to teach this academic year are listed on the following page.

I accept this offer as described above.


_____________________________________	________________
Faculty Member Name	Date

1. If your primary appointment Teaching Professor rank, please verify that your contract allows you to have an additional job. Yes:_____	No:_____	N/A:_____

2. If your primary appointment does not allow for an additional job, please confirm that you have spoken to your chair/director about this restriction. Yes:_____	No:_____	N/A:_____

Concurred:


_____________________________				_____________________
Name, Dean of Division					Date
College of Arts and Sciences		

	Comment by Logan Ejupi: This section should only be used if requesting department is in a different division from the faculty member's home department. Otherwise, it should be deleted.
_____________________________				_____________________
Name, Dean of Division					Date
College of Arts and Sciences




	For Department/Program Use Only:	Comment by Logan Ejupi: The HRSC box must be filled out in order to ensure prompt entry of these appointments into HCM by the HRSC. Failure to complete this box before submission to A&S Fac Affairs may result in delays for system and building access, pay, and other University services for your faculty member once the letter has been signed and routed to the HRSC. 

	 
	
	
	
	
	 

	Is a BGC needed?
	 
	If yes, request for BGC sent to hr-bgc@colorado.edu:
	 

	 
	
	
	
	
	 

	 BGC completion date:
	 
	
	
	
	 

	 
	 
	 
	 
	 
	 

	New CU hire?
	 
	If no, Employee ID #:
	 
	Position #:
	 

	 
	 
	 
	 
	 
	 

	Funding Distribution Speedtype:
	 
	(if ST blank, dept salary ST will be charged)

	 
	
	
	
	
	 

	Funding Source L&R?
	 
	
	
	
	 

	 
	
	
	
	
	 

	If not L&R, explain source of funding:
	 

	 
	 
	 
	 
	 
	 



Reviewed 19 July 2024
