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[REMOVE FROM FINAL LETTER: Template Version: 1/16/26]


<<Date>>


Dr. <<FirstName>><<LastName>>
<<Address>>
<<City>>, <<State>>
<<Postal Code>>
<<Country>>


Dear [NAME],

It gives me great pleasure to confirm your continued appointment as Lecturer on [SUBJECT] in the Department of [DEPARTMENT NAME] at Harvard University from [DATE] to [DATE]. Our understanding is that you will teach [INSERT COURSE NAMES/NUMBERS/SUBJECTS].

This is a [full-time/part-time] position. With this appointment, you may be represented by the Harvard Academic Workers (HAW) - UAW for purposes of collective bargaining and matters affecting your compensation and working conditions. Your salary for the 20XX-20XX academic year will be $XX,XXX, paid to you on a biweekly basis. [IF LESS THAN A 1.0 FTE APPOINTMENT: This is based on a full-time equivalent salary of $XX,XXX.]. However, the University and the HAW-UAW are currently negotiating their first agreement, which may alter the terms and conditions of your employment. 

You will continue your eligibility for subsidized, comprehensive benefits at Harvard. For information on other FAS and University policies pertaining to your appointment, please see the FAS Appointment and Promotion Handbook. 

If you need such assistance, and as the regulations permit, the Harvard International Office (HIO) will continue to assist you in the process of securing temporary visa status. We are obligated to mention, however, that any appointment at Harvard is contingent upon maintaining appropriate visa status and that the government is the final arbiter of all immigration-related cases. 

We will continue to assess your teaching on an ongoing basis. Lecturers are assessed based on excellence in classroom teaching, readiness to contribute to the courses through materials preparation and assistance to graduate students, accessibility to students who need extra help, and a willingness to learn new approaches and techniques and to work on any areas that might need improvement. If it is determined that your performance is not satisfactory, the appointment may be terminated without notice. As you know, lecturers in the Faculty of Arts and Sciences may hold a maximum of 3.0 annual lecturer FTEs. At the conclusion of the 20XX-20XX academic year, you will have a total of [INSERT NUMBER] FTEs. [INSERT IF TERM LIMIT HAS NOT BEEN REACHED: Renewal may be possible, contingent upon your performance, enrollments, curricular need, position availability, and the authorization of the divisional dean.]
 
Please formally respond to this letter at your convenience. I hope to hear from you, if possible, by [DATE]. If you decide to leave your position before your end date, please inform me so we can work together on your transition. Once again, let me say how pleased I am with your reappointment, and that you will continue to be a valued member of the department. I look forward to working with you for another productive year. 

Sincerely,


[DEPARTMENT CHAIR]


CC:	[ASSOCIATE DEAN]
	[DEPARTMENT ADMINISTRATOR]

