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CHECKLIST FOR LETTER OF 
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Checklist for Letter of Appointment 

1. Include the following language in your revised or original offer letter:  
 
…I am pleased to offer you an (AY or 12-month) (probationary (tenure-track) or tenured) 
appointment to the faculty of the Department/School of (Dept./School Name) at San Jose State 
University. The salary for this position is $(Annual Salary Amount) for the academic year, payable 
in twelve monthly installments of $(Monthly Installment Amount).1 Checks are issued the first or 
second day of the month that follows the pay period. A check to cover your participation in New 
Faculty Orientation will be sent to you in early (September/February - depending on whether 
faculty starts in fall or spring semester).You will receive your first paycheck for the   academic 
year in early (October/March – depending on whether faculty starts in fall or spring semester). You 
will receive a separate letter from University Personnel explaining the necessary paperwork to 
begin your position. However, as you prepare, please note the following dates: 
 

• Your preliminary hire paperwork and evidence of degree completion must be received by 
(Date – TBD). 

• Your first day on the job will be (August/January   ), to participate in New Faculty 
Orientation, scheduled for (First Day of Orientation) through (Last Day of Orientation). 

• Proof of eligibility for employment in the United States must be provided by (First Day of 
Orientation). 

• (Fall/Spring) semester will begin on (First Duty Day). 
• Your benefits will start on (September/February 1, (year)), provided you complete your 

benefits paperwork during the (Date of first Day of Orientation), orientation session. 
 

2. Appointments to the University are contingent upon the completion of all appointment documents 
by (Due Date – TBD). These documents include original terminal degree transcripts (or an official 
letter confirming completion of all terminal degree requirements) with proof that you have received 
the doctorate degree, appropriate recommendations and references, and a completed SC-1 form. If 
this condition of your appointment is not met by 5 p.m. on 
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4. Proof of eligibility for employment, required by the Department of Homeland Security, United 

mailto:christie.martinez@sjsu.edu
https://www.calfac.org/join-cfa/
https://www.uscis.gov/system/files_force/files/form/i-9-paper-version.pdf


 
CHECKLIST FOR LETTER OF 

APPOINTMENT 
 

Checklist for Letter of Appointment - Revised 02/01/2019  Page 3 of 4 

9. The performance of instructional responsibilities extends beyond duties in the classroom and 
includes such activities as: preparation for class, evaluation of student performance, syllabus 
preparation and revision, review of current literature and research in the subject area, including 
instructional methodology, regular assessment of course and program learning outcomes, and 
development of pedagogical improvements such as online learning modules and programs. 
 

10. Research, scholarship and creative activity in the faculty member’s field of expertise are essential 
to effective teaching. Mentoring students and colleagues is another responsibility that faculty 
members are frequently asked to perform. 
 

11. The professional responsibilities of faculty members include research, scholarship and creative 
activity, which contribute to their currency, to the classroom and to their professions. The 
professional responsibilities of faculty members are fulfilled by participation in conferences and 
seminars, through academic leaves and sabbaticals that provide additional opportunities for 
scholarship and preparation, and through a variety of other professional development activities. 
 

12. In the years ahead, you will be expected to teach graduate and undergraduate courses in (Subject 
Matter(s)) and other areas consistent with your professional interests, to conduct research in your 
area of expertise, to generate grants, to direct student research, to advise students, to contribute 
to department development, and to participate in service activities. You must address the needs of 
a student population of great diversity in age, cultural background, ethnicity, primary language, 
and academic preparation through course materials, teaching strategies, and advisement. 
 

• NB: Do not list specific courses that candidate will teach. These change over time and 
should not be made permanent by including in offer letter. 
 

13. Statement of standard teaching load, and specifics of any course reductions—how many, how 
many semesters. 
 

14. Statement of any start up support, summer support. Give deadlines for expenditures. 
 

15. Statement that equipment including 
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17. As an academic year employee, you will be entitled to regular health and dental benefits, you will 
accrue sick leave in accordance with the policies of the California State University system, and you 
will become a member of the State of California Public Employees Retirement System. [If a 12


