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LECTURER LETTER OF OFFER TEMPLATE (FOR 100% STAFF AND FACULTY TEACHING GPS OR IN A DIFFERENT DEPARTMENT FROM PRIMARY APPOINTMENT)								 					 rev 09/2026 
[bookmark: _Hlk513736505]FOR PAPER OR ADOBESIGN USE (SEE OPTIONS AT END OF LETTER)

Notes:
1. Use this template for full-time, non-tenure track, tenure-track, or tenured faculty and university staff who are teaching in a different department from their primary appointment; please use the overload template for regular faculty (instructors or tenured/tenure-track professors) who are teaching additional classes in their own department.
2. Lecturers may not be appointed for more than one semester at a time. 
3. If a letter needs to be revised, please use the “Amendment” template.

Complete and/or make choices in each highlighted section filling in the blanks as appropriate. Delete highlighted instructions, underlines, and references. Please check final formatting and page breaks.

Date

Preferred Name (you MUST include first and last names)
EmplID; email address; or full mailing address

Dear First Name OR Dr. Surname only:

I am pleased to offer you a supplemental faculty appointment at the University of Colorado Colorado Springs (UCCS) as a lecturer. This offer is made upon the recommendation of the Department of Name of Department with the concurrence of the dean of Name of College. This offer has received pre-approval from your home department as required by regent policies 11C and 11D.

Please select one of the following two options and delete the other:

1. Use this paragraph if the lecturer is teaching one class (delete paragraph if you will use option 2):
This is a limited appointment that will begin on Month/Day/Year and continue no later than Month/Day/Year. You will be paid $Amount to teach Course/Section. This is a non-tenure track appointment and is not eligible for and cannot lead to the award of tenure.

2. You may use the following table format:
This limited appointment is offered for teaching the following course(s) during the referenced dates:

	Number/Course
	Section
	Credit Hours
	Effective Dates
	Compensation

	
	
	
	
	

	
	
	
	
	



The position to which you are appointed is exempt from the overtime provisions of the Fair Labor Standards Act (FLSA) and as such, it is not eligible for overtime compensation. 

By accepting this appointment, you agree to perform the following duties, including, but not limited to: (List expectations i.e. class and lab preparation, examinations and grading (all grades must be submitted including any I’s assigned), maintaining office hours for student consultations, etc.). Teaching assignments and compensation may fluctuate and are contingent upon the schedule of courses offered each term, the required number of student enrollments in your tentatively scheduled course(s), and the dean’s decision regarding effective use of resources. We cannot guarantee that you will be scheduled to teach or that you will actually teach, and you will only be paid if you teach. 

Class time modules are scheduled to conform to the requirements for contact hours established by the Colorado Commission on Higher Education. Accordingly, it is expected that you will participate in all scheduled classes for which your salary is calculated. Any reduction in contact hours on your part may result in a prorated reduction of your pay for the semester. If you are prevented by illness or some emergency from meeting your class, you are required to inform me and Name of department liaison of such circumstances in advance of the time the class is scheduled to meet so that acceptable arrangements can be made.

This is an at-will appointment. Your employment is subject to termination by either you or the university without cause at any time for any reason, and with or without notice. You do not have a contractual right, express or implied, to remain in the university's employ.
By accepting this appointment, you agree to uphold ethical standards appropriate to your position as a faculty member of the university, including, but not limited to, standards applicable to conflicts of interest and conflicts of commitment as defined by university policies. Completing activities affiliated with your employment as an Instructional, Research and Clinical (IRC) faculty member, such as attending meetings or trainings specific to your position or as required by campus policy or practice, is expected. You agree to comply with all resolutions, rules and regulations adopted by the Board of Regents and with policies and procedures adopted by the campus or other unit in which your appointment is made, now in effect or as amended. You also agree to report suspected or known noncompliance of any law or university policy. Further, you agree to meet obligations imposed by federal and state law including the obligation to report. For additional information, please see the following links:
· https://www.cu.edu/regents/Laws/laws.html
· https://www.cu.edu/regents/Laws/article-05.html
· https://www.cu.edu/content/faculty-handbook
· https://www.cu.edu/ope/aps/2027
· https://vcaf.uccs.edu/policies/uccs

Delete paragraph and pledge if candidate is a current faculty member:
The laws of the state of Colorado require that people employed to teach in any state university (except temporary employees who are citizens of a nation other than the United States) affirm that they will support the constitutions of the United States and of Colorado and that they will faithfully execute the duties of their employment. You will be required to sign the pledge form when you complete your paperwork in Human Resources unless you have completed one previously.

Delete paragraph if candidate is a previous employee:
Faculty members new to UCCS are also required to provide a current CV, official transcripts for the most advanced degree earned relevant to the appointment. If your relevant official transcripts are not in your personnel file, please have them sent to the Office of Human Resources, University of Colorado Colorado Springs, 12 Cragmor Village Rd, Colorado Springs, CO 80918 or hrtransc@uccs.edu.

The terms of this appointment shall be construed and interpreted according to the laws of the State of Colorado. The specific terms and conditions of your appointment as described in this letter may be changed only by a duly executed written amendment to this letter of offer. Your appointment, however, is subject to the laws and policies of the University of Colorado as they may be amended from time to time and the university may make changes to its policies and procedures which shall be applicable to your appointment without a written amendment to this letter of offer.

[bookmark: _Hlk513736427]Please notify me of your willingness to accept this position by Select one of the following options only: (1) electronically signing this letter by Month/Day/Year OR (2) returning the signed original letter to Name by Month/Day/Year. We look forward to your acceptance of this offer and your contributions to the university.

Very truly yours,

(Signature of chair is optional; delete if not applicable. If deleted, please delete the “concurred by:” that follows and edit paragraph one accordingly.)

____________________________________________		
Name									
Chair, Department of Name

Concurred by: 


____________________________________________		
Name 									
Dean, College of Name


_____________________________________________		
Name 					
Provost and Executive Vice Chancellor for Academic Affairs













For GPS courses only (delete if not applicable):

Approved by:


____________________________________________		
Name 									
Home supervisor, Home College/Department Name


____________________________________________		
Name 									
Home dean/director, Home College/Department Name


_____________________________________________		
Name 						
Home VC Unit Name

The chancellor encourages faculty and staff to participate in teaching the Gateway Program Seminar. This is a limited term project that is critical to the mission of UCCS. Staff must take vacation to attend the Spring Faculty Retreat and take vacation or submit an Alternate Work Plan to the Office of Human Resources to teach the course if it interferes with the primary appointment. The signatures that follow indicate that Name of Employee has made appropriate arrangements to ensure that this appointment will not interfere with the duties of their primary appointment.

I accept this offer of the faculty position described above.


______________________________________________________	
Signature		 		      						


Speedtype: _______
Position Number:  _________

Gateway Program Seminar
1420 Austin Bluffs Pkwy   •   Colorado Springs, CO 80918   •   t 719-255-4099   •   f 719-255-____
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