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Date

Name
Address
City, State, Zip

Dear Name,

We are pleased to offer you an overload appointment in the [INSERT DEPARTMENT OR SCHOOL NAME] for the [INSERT FALL OR SPRING] 20[XX] semester.  Your salary is calculated at [INSERT APPROPRIATE $ AMOUNT PER ARTICLE 32.3 OF THE WMU/AAUP CONTRACT] per credit hour, for a total compensation of [INSERT TOTAL $ AMOUNT].  This will be included in your regular paychecks, beginning [INSERT CORRECT DATE] through [INSERT CORRECT DATE].

Course #		Course Name					# of credit hours

Days of Week		Time			Room & Building

Key dates in the [fall/spring] semester are:

Month		Day			Your class begins
[List here all special dates; e.g., last day to drop without penalty, etcetera]

This position is contingent upon adequate enrollment and funding, and is subject to change through final registration. Unless expressly approved by the provost, your total teaching of overload or summer compensation for the fiscal year cannot exceed 44% of your academic-year salary.  

Please confirm your acceptance of this offer and terms by signing and returning a copy of this letter to the [INSERT DEPARTMENT OR SCHOOL NAME] no later than [INSERT DATE]

Sincerely,				Accepted under terms and conditions outlined above,



___________________________	Signature:  __________________________________
Name
Chair/Director
Department/School			Date:          __________________________________

C:	Dean, College
	Provost
Revised 8/14/15

