SAMPLE OFFER LETTER 
RESEARCH OR EXTENSION NON-TENURE TRACK PROFESSORIAL RANK POSITIONS (Rev July 2026)
**Review and update or delete items in red and blue then print on letterhead**

Date

Name
Address
Address

Dear Name,

I am pleased to offer you the position of Assistant Professor in the School of Department Name effective on date with an annual salary of $XX,XXX.  This is a non-tenure track position on a 12-month fiscal year basis. 

This paragraph gives the specifics of the appointment.
This appointment is at (in) ________________________(unit/location).  Your official assignment will be ___% research and ___% extension.  You will also have a joint teaching appointment of ___% with the College of Agriculture under the LSU and A&M College campus.  Your official domicile will be at the ___________________.  

Your continued employment is subject to the availability of adequate funding. If this position is funded in whole or in part by grant, contract, or other designated funds, continuation of the appointment is contingent upon the continued availability of those funds. Should such funding be reduced, withdrawn, or otherwise become unavailable, your employment will be subject to immediate termination.

As an employee of the LSU System, you will be required to familiarize yourself and comply with the policies and procedures governing the faculty and staff of the LSU Agricultural Center campus add the “and LSU and A&M campus” phrase if the individual will hold a joint appointment.  LSU A and M and LSU AgCenter policies can be found on the AgCenter website at  www.lsuagcenter.com/policies.  

Evaluate this paragraph: Each newly hired scientist with a research appointment greater than or equal to 20 percent falls under the guidelines of the Louisiana Agricultural Experiment Station and is required to submit an approved plan of work (Hatch Project) within six months of the official start date and thereafter have an approved project in place at all times.  If at any time after the initial six months, a covered faculty member does not have an approved Hatch Project in place, the AgCenter has the discretion to discontinue all research resources available to the faculty member (funds, supplies, support personnel, equipment, etc.).  A covered faculty member must have an approved project in place to remain employed by the LSU AgCenter.

Evaluate this paragraph: Employees with an Extension appointment fall under the guidelines of the Louisiana Cooperative Extension Service and are required to complete a plan of work annually and document progress using the Louisiana Extension Reporting System (LERS).  The plan of work will reflect the employee’s extension job responsibilities.  Reports will be a component to evaluate the scientist’s progress toward promotion.


In addition to salary, you will also be eligible for the following:
The next section should contain a bulleted list of the items included in the startup package. 
· Evaluate: Appropriate laboratory and office space to be assigned to you from that which is available in the Department. 
· Evaluate:  A vehicle suitable for field work will be available for your program from the departmental vehicle pool. 
· Evaluate: Start-up funds in the amount of $XX,XXX.  Of this total, $XX,XXX will be supplied by the LSU AgCenter, while $XX,XXX will be supplied by the Department.  These funds will be distributed for use for personnel and salaries, equipment, supplies, computer equipment, and travel as you see fit.  Funds from the LSU AgCenter must be spent within five years of the position start date.
· Sample other 
· Evaluate: One time relocation incentive for your moving expenses of $XXXX in accordance with AgCenter PS-36. Relocation incentive payments are considered taxable income and are subject to federal, state, and Medicare tax withholding. 

If there are other special conditions, list them next but contact HRM for assistance with wording. 

This offer is also contingent upon administrative approvals, a satisfactory background check, and completion of a valid Employment Eligibility Verification (Form I-9). Employment is also contingent upon submission of official transcripts of the highest qualifying degree. If your degree was earned outside of the United States, a credential evaluation will be required at your own expense in addition to official transcripts. Also, your appointment will be contingent upon your receiving and maintaining valid visa status that permits lawful employment.  

Please refer to the Schedule of Benefits booklet which explains the employee benefits requirements and options available to you.  This booklet is provided to ensure that you have accurate information regarding our benefits program.  The booklet can be found at www.lsuagcenter.com/benefitsguide.  Please contact our Human Resource Management Office if you have questions about this program.  

If you wish to accept this offer, please sign and date this letter and return it to me by [Date]. Upon acceptance, the Human Resource Management Office will contact you regarding the completion of your employment and onboarding documents.

We are excited about the contributions you will bring to the LSU AgCenter and look forward to welcoming you to our organization. Please feel free to contact me if you have any questions regarding this offer.

Sincerely, 


Department Head
Department

cc:	LAES or LCES Director 
	Human Resource Management

I ACCEPT THE POSITION OFFERED ABOVE IN ACCORDANCE WITH THE TERMS STATED AND ALL APPLICABLE POLICIES AND REGULATIONS.

Signature 							    Date ________________________
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