Chair / Associate Dean  Offer Letter Template Effective June 26, 2025
Added: Statement of Commitment 
NOTE and DELETE

· The signed offer letter must accompany the Academic Personnel Action form.
· All hiring documents should be completed within 15 days of date of offer letter, unless date of offer is within 3-days of start of employment, then all documents are due prior to first date of start of employment

· I9’s must be completed within 3-days of start of employment, or is a federal violation

· Hiring documents include:

1) Original signed offer letter

2) Official original transcripts

3) Curriculum Vitae submitted for employment
4) Completed background check
5) All new hire forms

Instructions:

· Fill in blanks.

· Choose applicable term where bolded and delete the other term.  Reformat without bold and without red or highlighting.

· Use information in [ ] as needed.  Delete what is not needed including the bracket. 
Revised June 2025 bg 

Questions?  Contact Office of Academic Finance and Faculty Administration at academicfinanceandfacultyadmin@utoledo.edu. 

<Date>

Dr. Joe Smith

College of xxxx

The University of Toledo

Toledo, OH 43606

Dear Dr. Smith,

I am pleased to offer you a contract [extension] as [Chair/Associate Dean] of the Department of [xxxx] in the College of [xxx] at The University of Toledo.  Your [renewal] appointment will commence on [DATE] and conclude on [DATE]. FIVE YEARS PER CHAIR POLICY 3364-72-05   This administrative appointment is subject to final approval by the President and the Board of Trustees.  During this administrative appointment you will maintain your status in the faculty as a tenured [xxx] Professor of [xxxxx]. 

As [Chair/Associate Dean] of the Department of [xxxx], you will report to the Dean of [xxxx] and work closely with other college staff and department chairs and are subject to an annual performance evaluation by the Dean.  This is an at-will appointment and your administrative appointment as Chair is at the discretion of the Dean. Your appointment is renewable subject to approval by the Dean, Provost, and President or the University. 

As Chair/Associate Dean, you are the chief administrative officer for the Department of [xxxx] and are responsible for the successful planning, organization, policy development, implementation and direction of all aspects of the department. As chief administrative officer, you are responsible for the personnel management of all individuals within the department. You are expected to ensure that students who interact with your faculty and staff have a high quality experience that exemplifies the values of the institution. You are expected to manage the resources of the department, comply with the University’s budgetary process, and act in a manner that is fiscally responsible.   Your duties also include all of those explained in the university policy Departments and Departmental Chairs for the University Colleges #3364-72-05.
In collaboration with faculty, staff, students, and college administration, and together with the Dean, you will be responsible for the following principal duties for your department: building consensus and fostering cooperative relationships; strategic planning; program assessment and development; recruiting, mentoring, and evaluation of faculty and staff; designing and communicating the department’s educational and service mission to the department’s constituencies; creation and support of effective partnerships with local and national industry and government; promotion of diversity in recruitment and retention of faculty, staff and student populations; coordination of accreditation initiatives; and budget management through an open and collegial process.

You are to devote your full-time attention and efforts to fulfilling at the highest level of professional competence the research, educational, outreach, and other administrative duties and responsibilities of the appointment as may be assigned to you by the Dean of the College of [xxxx].  During the course of each fiscal year, you will also be responsible to track and report measurable outcomes reflecting your [department’s/college] productivity in the following areas:

ADJUST OUTCOMES AS APPROPRIATE
1. effective teaching at both the undergraduate and graduate levels including demonstration of successful educational innovations involving the use of technology in web and computer assisted instruction;

2. a vibrant and strong externally funded research program that provides funding for research personnel to include graduate and undergraduate students, post-doctoral associates and research faculty;

3. development of major collaborative, interdisciplinary research programs in your department’s field of expertise;

4. scholarly productivity that is commensurate with expectations of similar departments at other Carnegie research institutions;

5. active engagement in the assessment processes and support efforts directed toward program improvement and student success; and

6. engagement of the department in technology transfer and commercialization efforts of the college and university.

7. Prepare and submit an annual report of accomplishments of your department for the previous fiscal year in a format prescribed by the Dean of your college.

Your new annual 12-month gross compensation is calculated as follows, and subject to mandatory withholdings:
	Current base salary
	$xx,xxx

	Annual base salary increase effective with this extension [delete if $0]
	$x,xxx

	New Annual base salary
	$xx,xxx

	Chair Stipend
	$xx,xxx

	Total 12-month compensation (salary + stipend) 
	$xx,xxx


If you leave or are removed from this administrative appointment at any time and return to your 9-month faculty status, your 9-month faculty salary will be computed by removing the Chair stipend and then converting the 12-month compensation to a 9-month base by multiplying the base amount by 9/11ths and adding any AAUP-CBA increases that may have occurred during your appointment as chair/associate dean, if not already added. Any increase adjustments would be effective as of the start date of your return to the AAUP and are not eligible for retroactive compensation.
Your employment is subject to all University policies, procedures and guidelines as amended from time to time, including but not limited to the faculty rules and regulations, the University's conflict of interest policies, patent policies, and compliance with human resources policies.  You shall also comply with all state and federal laws, rules and regulations, applicable to your performance of responsibilities pursuant to this Agreement.  The university may terminate this appointment at any time for any reason subject to a 90-day notice of termination. 
The University of Toledo is committed to educating students by means of free, open and rigorous intellectual inquiry to seek the truth. This commitment extends to creating a community dedicated to an ethic of civil and free inquiry, which respects the autonomy of each member, supports individual capacities for growth and tolerates the differences in opinion that naturally occur in a public higher education community. Further, the University is committed to not requiring, favoring, disfavoring or prohibiting speech or lawful assembly. The University’s duty is to equip students with the opportunity to develop the intellectual skills they need to reach their own informed conclusions. All faculty, staff and students will be treated as individuals, held to equal standards and provided equality of opportunity, without regard to those individuals' race, ethnicity, religion, sex, sexual orientation, gender identity or gender expression.
You will be eligible for The University of Toledo’s benefit package which consists of medical, dental, fee waivers and the State Teachers Retirement System or the Alternative Retirement System. For details of the available programs, you may contact UT Benefits Office at 419-530-4747 or at benefits@utoledo.edu.  Health Care benefits must be selected within 30 days of your start date.

Upon your acceptance of this offer we invite you to visit the following web site to complete the necessary New Hire Forms: https://www.utoledo.edu/offices/provost/academic-administration/faculty-forms.html 
This appointment is contingent upon the following conditions:

· Completion of a successful background check; 
· Completion of an I-9 form validating eligibility for employment in the United States within the first three days of employment or earlier, and other required pre-hire forms and information;

· Completed new hire employment forms must be completed and returned to your college 30 days prior to start of employment or earlier. 

· Receipt of official transcript from your terminal degree-granting institution, submitted to the Office of the Dean at Mail Stop ______, Attention Dean  NAME.
· If any one of these conditions is not met, the appointment will be withdrawn.    
We are very excited to welcome you to our team.  Please contact me if you have questions about this offer at ________________.   You may also contact NAME if you have questions about your work in the department at _________________. If these terms are acceptable to you, please sign and return a copy of this letter to NAME, COLLEGE within ten days. 

Sincerely,

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_______________________________________

Mitchell S. McKinney, Ph.D.
Provost and Executive Vice President for Academic Affairs
​​​​​​​​​​​​​​​​​​​​​​​​​​​​​__________________________________________

NAME – Dept chair optional 

DEAN or DEPT CHAIR TITLE

​​​​​​​​

Acceptance of the above proposed terms of appointment by NAME.

___________________________________________________________________


NAME




Date 
xxxxxx Chair appointment
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