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Subject: Conditional Faculty Employment Offer – [Department Name] at Texas State University

Dear [Candidate’s Name],

I am pleased to confirm in writing our offer of a [tenure-track or tenured] [academic rank] Professor position in the Department of [Department Name] at Texas State University (TXST). Your appointment will be effective (August 16, 202X or September 1, 202X) with a nine-month salary of $XX,XXX. The salary is subject to all deductions required by the Federal and State laws and can include other deductions authorized by you in writing. This appointment is without tenure and for the indicated period only. Upon acceptance of this offer, your employment will require further and final administrative approval. 

For tenure-track offers contingent on degree completion (if applicable add appropriate language): This offer is contingent upon the successful completion of your doctorate by the date of hire, [date]. If the degree is not completed by [date], you will be issued a terminal contract.

Probationary Service for Tenure-Track, if applicable:
Tenure-track [academic rank] professors must be reviewed for promotion and tenure in their sixth academic year of probationary service. TXST has a process by which faculty members with prior service in an equivalent rank at a prior institution, and with departmental approval, may elect to count up to three years’ service toward fulfillment of the required probationary period of service. 
· Specify the details of previous years of work that will be credited toward years of services at Texas State. Specify any previous years of work that will not be credited toward the tenure probationary period at Texas State. 

For Tenured Offers:
Upon accepting this offer, we will initiate the tenure-on-arrival process. Your rank and tenure status will require approval at various levels, including the department personnel committee, the department chair, and the college dean, among others, with final approval by the Texas State University System Board of Regents. The Texas State University System Board of Regents will have final approval. Your credentials will be submitted to the Board for approval at the earliest opportunity.

Moving Allowances (Optional):
A one-time payment of $X,XXX will be provided to you to cover moving expenses and other considerations with your relocation. The moving allowance is payable once you have arrived on campus and employment paperwork has been fully processed as a new employee after your official start date. The payment will be regarded by the U.S. government as taxable income. Please consult with a tax consultant or expert if you have questions. UPPS 03.01.22, Moving Allowance

Start-up Funding (Optional):
The [Office Names] has/have agreed to provide $X,XXX in start-up funds to assist you in setting up your research program. Start-up funds are to be used primarily for equipment, supplies, and other items required to initiate a competitive research/scholarly activity that will generate externally funded grants and/or contracts. Funding is expected to be expended during the first three full fiscal years of employment. R/PPS No. 03.12, Start-Up Funds 

Computer:
As a new faculty member, you will be provided with your choice of either a laptop or desktop computer.

Office and Lab Space:
Your office will be located in [Room Number], [Building Name].
[Optional] You are allocated lab space in room [Room Number] in the [Building Name].

For Tenure-Track - Teaching Load:
[bookmark: _Hlk63690706]Your teaching load during the first year will be [X/X], with [X] courses in the Fall and [X] courses in the Spring. After the first year, the teaching load will be [X/X]. The exact courses you will teach will be determined in collaboration with your department chair/director, with consideration given to minimizing the number of course preparations during your early years to allow for focused research. All faculty must adhere to minimum workload requirements set by The Texas State University System Board of Regents. AA/PPS No. 04.01.40, Faculty Workload

For Tenured - Teaching Load:
Your workload assignment will be the normal load for faculty of your rank in the department, which is based on departmental and college guidelines and university policy. The allocation of effort for the primary responsibilities of teaching, research, and service may be revised during the term of your employment. All faculty must adhere to minimum workload requirements set by The Texas State University System Board of Regents. AA/PPS No. 04.01.40, Faculty Workload

Duties:
Your duties will include [outline teaching responsibilities, research expectations, and service duties]. More details on these duties will be provided during your orientation and throughout the course of your appointment.

Annual Review:
An annual performance review is conducted for all faculty members. The review will assess your teaching, research, and service contributions according to departmental and university guidelines.

Benefits:
Texas State University offers a competitive benefit package including a choice of comprehensive health care plans, life insurance, and retirement programs designed to meet your individual needs. As a new employee, you are eligible to participate in these benefits on your first day of work. All benefit elections must be made within 31 days of the date of employment. You can review general information on benefits, including insurance and retirement options, on the Texas State University Human Resources website at Benefits : Office of Human Resources : Texas State University. Please be prepared to provide copies of your marriage certificate, your child(ren)’s birth certificates or appropriate adoption paperwork when enrolling your dependents for benefits.

For specific benefits inquiries, you may contact HR Benefits at 512.245.2557 or email hrbenefits@txstate.edu.


(KEEP THE FOLLOWING PARAGRAPHS BELOW IN ALL OFFERS)

Employment Contingency: 

This offer of employment is contingent upon the successful completion of all pre-employment requirements. These include, but are not limited to, the following:
(1) Employment Eligibility Verification (Form I-9): Completion of the I-9 form is required no later than your first workday, with supporting documentation submitted by the third day after your start date. 
(2) Background Check: In accordance with institutional policy, a background check is required for all newly appointed faculty. You will receive a secure link via email from HireRight; please check both your inbox and spam/junk folders. Prompt completion of this step will help expedite the onboarding process. If the criminal history check returns an adverse report, you will be notified, and this offer may be withdrawn.
(3) Official Transcripts and Credential Evaluation: Prior to your first day of employment, you must provide the Office of Faculty and Academic Resources with the official transcript(s) of your highest degree. If your highest degree was earned internationally, a certification by an agency certified by the National Association of Credential Evaluation Services (NACES) is required to validate the U.S. degree equivalency. 
*Please send the required document(s) to:
Texas State University, C/O: Faculty and Academic Resources,
601 University Drive, San Marcos, TX 78666
or send electronically to fac-transcripts@txstate.edu per the 
Guidelines for Accepting Transcripts.
(4) Onsite Work Availability: You must be available to work onsite in [Insert City, TX] at [Insert Department or Campus/Building Name] as designated by your hiring unit.
For out-of-state appointments, if you plan to work remotely from a state where TXST is not currently registered, please contact Payroll and Tax Compliance with any questions. You can find the list of states where TXST is registered for Out of State Employment.
(5) Employment Authorization and Visa Requirements: This offer is contingent upon your ability to legally work in the United States. If you require visa sponsorship (e.g., H‑1B, J‑1, TN), Texas State University may, at its discretion and in accordance with institutional policy, initiate the petition process. Visa sponsorship is not guaranteed. Employment may only begin once appropriate work authorization has been obtained.

All faculty, administrators, and staff are subject to the relevant provisions of the Texas State University System (TSUS) Rules and Regulations and the University Policies: Policy and Procedure Statements of Texas State University and to applicable state and federal laws.

Please review the details outlined above. To accept this offer, kindly respond to this email with your stated acceptance no later than [date]. If you have any questions or require additional clarification, please feel free to call me at [phone number]. I look forward to hearing from you soon.

Warm regards,
[Your Full Name]
[Your Title]
[Department Name]
Texas State University

Acceptance:
I, ___________ [Selected Candidate's Name], accept the terms of this appointment on this ___ day of ____________, 2025.

xc:   Faculty and Academic Resources (facultyresources@txstate.edu)
        Dean, College 

(INSERT XC: BELOW IF APPLICABLE)

International Employment (inationalemploy@txstate.edu)
ISSS Scholars (internationalscholars@txstate.edu)
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