Letter Template for Adjunct Appointment
for Non-MSU Employees and Non-Faculty MSU-employees

Instructions: This template is an optional resource to document terms and conditions as well as approvals for adjunct appointments. Complete, place on letterhead, and collect signatures. Please keep the fully executed document on record within the unit and/or attach it to the EBS transaction. 

<<DD Month YYYY>>

<< First M. Last>>
<<address line 1>>
<<address line 2>>
<<city, state zip code>>
<<email>>

Dear <<First Name>>,
It is my pleasure to offer you an adjunct appointment at <<Department>> in the College of Natural Science at Michigan State University as <<insert title>>. 
This is an unpaid appointment beginning on <<DD Month YYYY>> and ending on <<DD Month YYYY (3 yr max) >>, provided you maintain your appointment as an <<Assistant, Associate, or Professor>> at the <<institution>> and remain engaged with the research activities at <<Department>>. 
The terms, conditions, and benefits of this appointment are explained at https://www.hr.msu.edu/policies-procedures/faculty-academic-staff/faculty-handbook/adjunct_appointment.html. We appreciate your attention to and compliance with these guidelines throughout the duration of your appointment.
This adjunct appointment is primarily honorific and recognizes the strong intellectual overlap of your research interest with that of our faculty and the high regard we have for your work. It is intended to facilitate scientific collaboration, visits, lectures, workshops, exchange of talented students and postdocs, or other forms of academic interactions between you and our Laboratory personnel and students.
<<Point of Contact Name>>, << title>> will be your point of contact at the <<Name>> Laboratory.
This offer is contingent upon department, College, and University required prerequisites for adjunct/no-pay employees, including:
· Completed background that meets university standards.
· A sign the Attachment A - Disclosure of Relevant Background Information, which contains important information pertaining to faculty and academic staff appointments at Michigan State University. Please read it carefully and note the signature requirement on the forms.
· <<Add any additional contingencies>>
The initial appointment has the possibility of reappointment if judged to be mutually beneficial.  This appointment may be terminated upon seven days written notice without cause by either <<Department>>/MSU or yourself.
On behalf of the <<Department>>, I wish to express our enthusiasm for this collegial collaboration. We would appreciate knowing your decision to participate by <<DD Month YYYY>>. If you accept, please sign and return this letter and the Attachment A - Disclosure of Relevant Background Information and return it to <<Contact 517-XXX-XXXX or XXXX@.msu.edu>>.  
If you have additional questions about this appointment, please feel free to contact me directly. 

Sincerely,

<<Name>>
Chair/Director

cc:	Point of Contact, Title
Department Manager, Title 
Unit Human Resources
Attachments: 
FAS Mandatory Attachment A - Disclosure of Relevant Background Information

ACCEPTED:

								Date:					
<<Name>>
Attachment A:  Disclosure of Relevant Background Information 
Final approval for your appointment rests solely with the Provost.  As part of the final approval process of your appointment, the University will conduct a criminal background check, including degree verification.  Any falsifications related to your degree or academic credentials may constitute grounds to revoke your offer of appointment.  
Additionally, I must inform you that the decision to recommend an academic appointment takes into account all available information regarding an applicant’s professional and personal conduct.  Your appointment is contingent on the University having your cooperation in learning information needed to assess your candidacy.  For this reason, the University requires you to disclose all relevant facts needed to give the University a full and fair understanding of any past conduct that could adversely affect your ability to fulfill successfully your responsibilities as a [faculty or academic staff] member, including:  
1) professional misconduct or sanctions (e.g., debarment by a federal agency; any form of professional discipline or license restriction or surrender; and admission or determination that you have committed research misconduct); 
 2) any formal employment disciplinary action; 
 3) any civil rights violation that you admitted or were determined by a court or other adjudicative process to have committed (e.g., sexual or racial harassment or discrimination); and/or 
 4) any felony crime for which you were arrested and charged or any serious crime (e.g., drug distribution; sexual offenses; violence involving physical injury to another person; child abuse, molestation, or child endangerment; theft or embezzlement) for which you were convicted or pled “no contest.”  Finally, during the course of your appointment, if any of these arrests, convictions, or events occur, you are required to self-disclose this information within 72 hours or at the earliest possible opportunity via the Michigan State University Self-Disclosure Form.  Engagement in any such conduct will not, in and of itself, disqualify you for an appointment at the University or result in termination of your current appointment.  But your failure to disclose such information, or any misrepresentation you make in connection with the disclosure, would be grounds to revoke your offer of appointment or terminate your current appointment.  

Acknowledged: 
_______________________________________     ___________________ 
Signature and Name 				Date


