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Date



Name
Name of Department
Name of Academic Unit
MSN


Re:	Faculty Overload Course Assignment


Dear xxxx:

This letter is to specify your overload course assignment for the [fall or spring] semester 20__.  Currently your regular assignment is to teach a ____load.  [Insert if split with research assignment:  and are granted a ____ release to perform research.]

In addition to that regular assignment, during this time you are assigned to teach the following course [the “Overload Course”]:

				[Subject Code Course #.Section #]
                                                    [Subject Description :]
				[Days, Times, FTE, Compensation]

The University reserves the right to reschedule or reassign the teaching responsibilities for this appointment, or to cancel this appointment, in the event of insufficient enrollment.

Thank you for your service to the University.

Sincerely,


XXXX
Chair, Department XXXXX

Approved:


Home Department Supervisor: ______________________________         Date:  ________________


Provost Office: __________________________________________          Date:  ________________


cc:  Office of the Provost
