INTEROFFICE MEMORANDUM

TO:		Administrators and Department Heads
		Employees who Process Contracts

FROM:	Jennifer Bright

DATE:		August 11, 2023

SUBJECT:	Letters of Appointment (Contracts) for Fall 2023

The Human Resources Office has prepared letters of appointment for full-time employees.  Please see the attached forms and instructions below to request part-time letters of appointment.  

1. Letters of Appointment for Part-Time Instructors and Overloads:  
Part-time instructors will be paid in September, October, November, and December.  Please see the Part-Time Instructor/Overload Pay Schedule and Request for Part-Time Instructor/Overloads Letter of Appointment on the Payroll link of the Employee Portal.  Please complete the spreadsheet to request part-time instructor letters of appointment. Please do not change column headings in the spreadsheet. Return the completed spreadsheet by email to jobs@gadsdenstate.edu.  Additional requests will require a new spreadsheet.  After employment agreements have been printed, please send an e-mail to jobs@gadsdenstate.edu for any revisions.

2. Letters of Appointment for Part-Time Hourly and other non-instructional employees: 
Current hourly contracts will end 8/31/2023.  New letters of appointment will need to be issued for ALL hourly employees. Please use the part-time hourly letter of appointment request form located on the employee portal under payroll to request hourly and other non-instructional contracts (614000 or 616000).  Please submit the completed forms to the Human Resources Office through the jobs@gadsdenstate.edu email. 

Spreadsheets and request forms must be submitted to Human Resources by August 30.  All signed contracts to be paid in September must be in the payroll office by September 8. 


Request Forms can be found on the employee portal under the faculty/staff tab by clicking the payroll link. http://ww4.gadsdenstate.edu/payroll/payroll-home


