

UGA ASSISTANT PROFESSOR OFFER LETTER TEMPLATE

February 2024

DATE

CANDIDATE NAME

CANDIDATE MAILING ADDRESS
Dear CANDIDATE NAME: 

On behalf of the [insert school/college name and promotion and tenure unit’s (PTU) name] at the University of Georgia, I am [or “we are”, if more than one person is signing the letter] pleased to offer you the position of Assistant Professor.  Your tenure status will be Tenure Track.  Your appointment will be effective [Hire Date] for the Academic Year and will be renewable annually pending a satisfactory review of your performance.  Your Academic Year salary will be [insert contract salary], provided in 10 payments.  Your direct supervisor will be the [insert PTU Head’s Title], a position currently held by [insert PTU Head’s Name].
The University of Georgia is a land-grant and sea-grant university with state-wide commitments and responsibilities for instruction, research, and outreach.  Your primary duties are expected to be in [indicate primary areas of allocation].  As a member of the faculty, you also will be expected to [indicate expected participation in any additional activities].  Your allocation of effort at appointment will be X% research/creative work, X% teaching, and X% service [delete any areas that are not applicable].  This allocation of effort may be revised during the term of your employment.  As a research-active faculty member, you will be expected to develop a vigorous, externally funded research program.  Consistent with our commitment to offer the highest quality instruction within a premier research institution, you will be expected to teach XX credit hours/year.    
PROMOTION AND TENURE: Your promotion and tenure process will be governed by the University of Georgia’s Guidelines for Appointment, Promotion, and Tenure and the Department of [insert PTU’s name]’s promotion and tenure unit (PTU) criteria; these policies and criteria are available on the Office of Faculty Affairs’ website, https://provost.uga.edu/faculty-affairs/promotion-tenure/. The Guidelines and criteria may be updated periodically.  Under normal circumstances, you will be eligible to initiate your promotion and tenure application during the spring semester in XXXX or XXXX.
SUMMER SALARY: All faculty members are encouraged to obtain research funds from external agencies for their summer support.  Employment during the summer semesters will be handled by your department.  You may earn up to one-third of your academic year salary during the summer.  These funds may come from external awards (e.g., grants or contracts), or from summer instruction.  The availability of summer teaching is dependent upon enrollment and thus, cannot be guaranteed.  If summer salary is offered for a defined period of time, add the following:  This offer includes X month(s) of summer salary during the summer of [insert year(s)].  If the offer has a start date in May, June or July, add the following:  This offer includes a period of summer employment [insert start and end dates] prior to your initial academic contract.  During this period, you will receive a total of $XXX to be paid on the May, June, and/or July 20XX summer payroll.
START-UP FUNDING: (if applicable) You will be provided with $X to [indicate details of use and timing of start-up funding.  If moving lab and/or office equipment will be included in the start-up funding package, state the total amount designated for this purpose --or— that the total amount designated for the lab/office moving will be negotiated at a later date.  Your start-up funding is the University’s investment in your research program, and you may wish to consult with your supervisor on developing a strategy to ensure that you can leverage this investment to raise external support for your research program.

PERSONAL MOVING EXPENSES: (if applicable must be included in offer letter) The University of Georgia will reimburse you for documented expenses of up to $X to help defray the cost of your personal move and relocation.  To be eligible for this reimbursement, the Relocation and Moving Expense Agreement (enclosed) must be signed and returned with your acceptance of this position.  For more information regarding allowable expense coverage and your rights and responsibilities, see https://policies.uga.edu/Payroll/Supplemental-Pay/Relocation-Expenses/.  Failure to complete the reimbursement paperwork before the established deadlines will result in forfeiture of these funds.

TERMINAL DEGREE REQUIREMENT: (Per UGA Academic Affairs Policy 1.09-14, if the candidate is pursuing a terminal degree but has not yet earned it at the time the offer letter is written, the following paragraph should be included)  This faculty position requires completion of the terminal degree.  It is expected that documentation of your completed terminal degree will be submitted to the Office of Faculty Affairs no later than your employment effective date.  If it is not submitted to the Office of Faculty Affairs by this date, you will be placed in a limited-term, non-contract position at the corresponding rank for up to nine months, pending approval of the Senior Vice President for Academic Affairs and Provost. If you receive your terminal degree within this nine-month period, you will be appointed retroactively to a regular, contract faculty position within the fiscal year in which the degree is received.  Evidence of degree completion or award should be forwarded to the Office of Faculty Affairs as soon as available.  If your terminal degree certification is not submitted to the Office of Faculty Affairs within nine months of your employment effective date, your faculty appointment will be terminated.

USG INTRASYSTEM RECRUITMENT STATEMENT: (Per BOR Policy, if you are offering a position to a faculty member or principal administrator from another University System of Georgia institution, you must contact Office of Faculty Affairs by email to weeksleo@uga.edu prior to the offer being made to request President Morehead notify the President of the employing institution of your intent to offer.  You may not proceed with your offer until you receive an email confirming the notification.  In addition, the below statement must be included in the offer letter) As an employee of the University System of Georgia, you may accept this position for the indicated start date dependent upon your fulfillment of contractual obligations with your current employer.


ADDITIONAL TERMS OF OFFER: (list other terms as applicable to this faculty position/appointment here, in the body of the letter, or as a separate appendix)
Please indicate your acceptance of the terms of this offer by signing the enclosed copy of this letter and returning it and the moving agreement [if applicable] no later than [insert acceptance date].  In addition, if you have not already done so, please request that an official electronic transcript of your highest degree awarded be sent directly to the Office of Faculty Affairs at ofatranscripts@uga.edu by the Registrar of the degree granting institution by [insert date]. If an electronic version is not available, please have an official copy mailed directly from the Registrar to: Office of Faculty Affairs 225 New College Athens, GA 30602.
The [insert PTU’s name] faculty were extremely impressed by your application, and we hope you will accept this offer.  The University and department have a very favorable national reputation, and we expect you will enhance our existing capabilities substantially.  We look forward to working with you.
If you have any questions, please do not hesitate to contact me.

Sincerely,

Xxxxxxxxxxxxxxxxxxxxxxxxxxx

Title

Enclosure(s):  
Additional Terms of Offer [if applicable]
Copy of this letter



Promotion and Tenure Unit Criteria
Moving Agreement [if applicable]
c:  Dean Xxxxxxxx or VP Xxxxxxxxxx
I hereby accept the position as described in the above letter.

__________________________________________    
____________
Signature





Date
ADDITIONAL TERMS OF OFFER; INCLUDE IN ALL CASES (EXCEPT INTERNAL CANDIDATES)
NEW FACULTY ORIENTATION: The University of Georgia is committed to providing resources necessary for your success in teaching, research, and service.  As evidence of this, the university hosts a year-long new faculty orientation beginning in early August each year. At this series of events, faculty are given opportunities to attend interactive sessions relevant to their job duties and years of experience and hear campus leaders on the institution’s mission, policies, history, and current initiatives.  All new faculty are encouraged to attend regardless of their start date in the previous year.  Registration information is available in June on the Office of Faculty Affairs’ website (https://provost.uga.edu/faculty-affairs/Faculty_and_Leadership_Development/).
RESEARCH AND SPONSORED PROJECTS: If you will be establishing your own laboratory, conducting research/creative inquiry/scholarly activities, or participating in sponsored projects, please visit our Start Your Research Program webpage. We strive to provide exceptional service and support even before you arrive. As part of this commitment, we will take steps to prepare for your arrival in advance of your start date to help make your transition as seamless as possible. 

GRADUATE FACULTY: With this appointment, you will become a member of the Graduate Program Faculty.  This designation will permit you to advise and teach graduate students. 
HOLIDAYS AND PAID LEAVE: The University of Georgia observes 10 official holidays during the academic year (http://www.uga.edu/holiday_schedule/).  Faculty also earn paid sick leave at the rate of 8 hours per month with no limit on the amount that may be accumulated.  

BENEFITS ELIGIBILITY & ENROLLMENT: Board of Regents’ policy states that employees have 30 days from their hire date to enroll in benefits.  Please see the Employee Benefits section of the Human Resources website at https://hr.uga.edu/Current_Employees/Benefits/benefits/ for complete benefits information.

ACTIVE LEARNING: The University of Georgia supports a culture of active learning in which students are active participants in the classroom and instructors utilize instructional practices that purposefully engage all students in the learning process. New faculty can learn more about active learning opportunities at UGA and access to the digital Active Learning Toolkit by visiting UGA’s Active Learning website at www.activelearning.uga.edu. 

EMPLOYMENT ELIGIBILITY: In accordance with the University System of Georgia Background Investigation policy, this offer of employment is contingent upon completion of a background investigation demonstrating your eligibility for employment.  Employment at the University of Georgia is subject to verification of an applicant’s identity and eligibility for employment as required by the Immigration Reform and Control Act of 1986 as amended.  As required by federal law, you must complete Section 1 of the I-9 no later than your first business day of employment. 
As a reminder, please use the templates on the OFA website when preparing offers to be sure you are using the most up-to-date template.
�Dept. Head or hiring official should �HYPERLINK "https://app.smartsheet.com/b/form/e157a7e19525404b998e50d15ee756a9"��complete this form �prior to submitting the offer letter for any researchers. 





