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[Date]

[Name]
[Title]
[Empl ID: XXXXXXXX]
[Department]

Dear [first name],

Thank you for agreeing to work on BRIEF DESCRIPTION OF ADDITIONAL DUTIES. You will be compensated for these additional duties with a XX% Temporary Base Adjustment to your annual salary from MONTH DD, YYYY, to MONTH DD, YYYY. This Temporary Base Adjustment has the possibility to be extended based on funding and department need. 
 
 
Academic Year Base Salary     					  $XX,XXX 
XX% Temporary Base Adjustment   					     $X,XXX 
Total Compensation			                     			  $XX,XXX 
 
Again, thank you for your willingness to serve in this role on behalf of the school and the university. Please do not hesitate to contact me if you would like to discuss any of the details. 

Sincerely,




[Name]
[Title]

Cc: 	School of Education Division HR
Department Administrator/Human Resources Manager
Pfile
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