
November 30, 2011

Position Number: [Hourly Wage Pool or Temp Staff Position Number]


Index Code:

PI/DRA: only if grant funded
Hourly Temporary

[Unclassified Wage Agreement/
Classified Staff]
[Name]

[Street Address]

[City, State, Zip]
Dear [Name]:

I am pleased to offer you a Portland State University [hourly wage OR temp classified staff] agreement from [Start Date] through [End Date] in [Department] for the purpose of providing the following services:

[Describe in detail the irregular service being performed: non-credit workshop, consulting, short-term research, clerical/administrative assistance, etc., as well as details of tasks assigned/level of responsibility/independent judgment required/project expectations/supervisory responsibility/etc.
Note:  If this agreement is for teaching or regular research work, please use the Adjunct Letters of Offer.]
[Note-For temp classified staff only:  Include the (1) classification title & number; AND (2) reason for this temporary assignment (please select one from the following:  Emergency, short-term, non-recurring work; OR Interim while recruiting or reorganizing; OR to Cover for Leave of absence of regular employee].

Your wages for this assignment will be [$Rate] per [hour/unit], paid upon submission of hourly timesheets.  We anticipate approximately [# of hours] hours of work per [week/month].  Compensation for hourly appointments is paid from the 16th to the 15th and will be distributed monthly, on the last business day of each month.  This position reports to [supervisor name, title, & position number].  [This agreement is contingent upon successful completion of a background check.]

Your employment is subject to the terms of all applicable Oregon University System and PSU administrative rules and policies, which are incorporated herein by reference.  [If the grant or contract which is funding this agreement is terminated or reduced prior to the expiration date above, then any remaining term of this agreement will be canceled and terminated as of the adjusted grant or contract date.]  Although we enter into this agreement for this intended contract period, it may be concluded at any time by either party.
I genuinely look forward to working with you.  If the terms of this agreement are satisfactory, please sign and return this letter.  Please contact me if you have any questions.  The necessary process for payment cannot be initiated until our office receives the signed offer.

Sincerely,

[Name]
[Dean/Director’s Approval]
[Rank/Title]

[Department]

I accept this appointment as described above and agree to inform my department of any other work I am considering or have accepted with Portland State University. 

Signature
Date
Employee ID Number
 FORMCHECKBOX 
 Copy to Department and Employee

 FORMCHECKBOX 
 Original to HR
