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Request for Adjunct Appointment
for Non-MSU Employees and Non-Faculty MSU-employees

[bookmark: _Hlk213831789]All adjunct appointments must comply with the Academic Hiring Manual University Approved Academic Positions/Ranks. Per the manual, "Adjunct" is added in front of the position/rank of Faculty/Academic Staff appointed on a no-pay basis (except when "clinical" is appropriate).

Adjunct appointments in the College of Natural Science are an honor and responsibility and thus should be reserved for individuals at the professorial level who represent the quality of scholarly work and research equal to that of regular faculty.  Appointment requests for Adjunct instructor, assistant, associate, and full Professor should be submitted only for individuals with similar ranks, or equivalent at other institutes or organizations. Such appointments should help develop important relationships with other academics, professionals or institutions. Adjunct / no pay appointments are not appropriate for the position/rank of Research Associates (post-doc) or Fellows. Additionally, courtesy appointments or appointments resulting from offers of voluntary work will not be made. 

Procedure: Before committing to or requesting approval for an adjunct appointment, please ensure the proposed appointment aligns with university policy.

To initiate review and approval by the Dean’s Office, complete the request form linked below and obtain the required unit signatures. Once finalized, please submit the signed form to the NatSci HR team at NatSci.DO.HR@msu.edu. If approved, the fully executed document will be returned to the unit.

Following approval, it is recommended that the unit provide the adjunct candidate with an offer letter. An optional template is included below to assist with extending the offer and obtaining consent for the background check process.

After all commitments are finalized, the unit should attach the fully executed documents to the EBS transaction for the appointment. Whenever possible, appointments should include an established end date to minimize the need for future termination transactions.



1. Name (Adjunct appointee, Vitae must be included with each request):

2. Department in which Adjunct appointment will reside & sponsoring faculty:

3. What is the “Adjunct” appointment position/rank per the Academic Hiring Manual University Approved Academic Positions/Ranks? 

4. What is the individual’s source of funding?


5. Institution/business/affiliation of Adjunct appointee:

6. Provide the purpose of the appointment. Briefly describe the rationale for appointing this individual as an adjunct faculty. This should include significant responsibilities, such as lecturing (listing classes and the number of lectures), training (be specific), advising (who), research (be specific) or an essential role on student committee(s) (listing the students). 

7. Describe any MSU space or other resources to be used by the appointee and the duration:

8. Has the appointee or their home organization/employer sponsored any research at MSU within the last three years? (describe)

9. Has the appointee collaborated on any sponsored research projects with MSU employees within the last three years? (describe)



10. Have there been any financial relationships with MSU or any MSU employee regarding grants, gifts, testing services with the appointee, or their home organization/employer in the last three years? (describe)

11. Does the appointee have equity in any company/business/organization that does business with MSU? (Please list the company)

12. Is the appointee an employee of any company/business/organization that does business with MSU, or that has equity owners who are employees of MSU? (Please list the company)

Requested by: 

                                                                                             __Date: 	______________                             
<<Name, Title>>

I have reviewed this request and confirmed that it meets compliance requirements. I support this appointment request and concur: 

                                                                                             __Date: 	______________                             
<<Department Chair / Program Director Name, Title>>

Dean’s Office Approvals: 

                                                                                             __Date: 	______________                             
Michelle Mazei-Robison, Associate Dean Research and Infrastructure 
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