YOUR UNIT LETTERHEAD

SAMPLE Academic Associate PRN appointment letter


[Date]
[Candidate name]
[Address]
[City, State Zip]
Dear [Mr./Ms./Dr. Candidate name]:
On behalf of the [academic unit/center/institute], we are pleased to offer you a non-benefits eligible appointment as Academic Associate PRN effective [month date, 20xx] through [month date, 20xx]. You hourly rate of pay for this position is [$XX] per hour. Your appointment is categorized as temporary and shall not exceed [#] of hours per week. In this position you will be responsible to the [chair/director] of the [academic unit/center/institute] through [supervisor (optional)].
This position is not funded from state appropriations and may terminate when funding is no longer available. Fixed-term and temporary appointments have no continuing appointment implications and do not accrue time towards sabbatical leaves. Your appointment may be renewed contingent on satisfactory performance, the continued availability of funding, and the needs of the [academic unit/center/institute]. In the event that funding becomes constrained or discontinued, you would receive 30 days advance notice of termination. Fixed-term and temporary appointments have no continuing appointment implications and do not accrue time towards sabbatical leaves.  

By accepting this appointment, it is agreed that you will comply with the rules and regulations of the University, including those in the Academic Affairs Manual (commonly known as the ACD Manual), and the Arizona Board of Regents relating to your appointment, including the Conditions of Professional Service, the provisions of Standards of Professional Conduct for Faculty Members and Academic Professionals, the Code of Ethics, and the Arizona Board of Regents Intellectual Property Policy.  These documents are available on line at http://www.asu.edu/aad/manuals/acd/index.html and https://www.azregents.edu/about/policy-manual. In addition, upon your acceptance of this appointment, you hereby assign to the Arizona Board of Regents for and on behalf of Arizona State University, all right, title, and interest in and to intellectual property created or invented by you in which the Arizona Board of Regents claims an ownership interest under its Intellectual Property Policy. 

Individuals employed as Academic Associates may not hold multiple, non-benefits eligible appointments at Arizona State University. By accepting this offer, you confirm that you have not accepted and you agree not to accept any other appointment at Arizona State University for the term of this appointment. 
All offers of employment are contingent upon the successful outcome (as determined by the university) of the pre-employment screening activities, including a criminal history check (or a fingerprint check), under Arizona Board of Regents policy 6-709.
In addition, in compliance with the Immigration Reform and Control Act of 1986, Arizona State University must verify the eligibility of new employees to work in the United States.  The Office of Human Resources requires documentation before you can be paid.  For more information, please visit their web site at http://www.asu.edu/hr/ or call (480) 965-2701.
This offer will remain open until [month date, 20XX].  To accept, please sign and date this letter where indicated and return the original to the [academic unit/center/institute]’s office by the date indicated above.  We look forward to you joining the [academic unit/center/institute].
Sincerely,

[Chair/Director name, Title]
[Unit]
Accepted by:

_________________________________________

______________

[Candidate name]




Date
