[Department Letterhead]
PREPARER:	[insert prepare name]
TO: 		Approvals Office of the Provost
VIA:	Alfred Lopez, Associate Dean for Undergraduate Education, International Programs & Indianapolis
FROM:		[insert from name]
DATE:		[insert date]

RE: 		[insert semester] Approval of Overload Appointment
This memorandum is to request approval for an overload appointment for ([insert semester]) semester, from [insert start date and end date for payment], for [insert name of employee] and has the approval of their supervisor. 

The [Insert department name] is seeking a full-time employee to teach [insert number of sections] section[s] ([insert number of credit hours] credit hours) of [insert course number] - [insert course name], to meet the teaching needs of the School, College, and University.  [insert course number] [insert reason for the course].  

This course is being offered on [insert days of the week] from [insert start time] - [insert end time], beginning [insert start date].  

[insert name of employee], being qualified to teach this course, is also employed at 1.0 FTE as [a/an] [insert employee’s position title] in [insert college/department name].  This overload appointment should not interfere with any of [insert first name of employee]’s regularly assigned departmental duties.  We are requesting to pay [insert first name of employee] overload compensation in the amount of $[insert overload payment amount].  The overload stipend we are proposing is consistent with departmental/school standards and will pay out in [insert number of months (for example:  normal semester 4 full months – fall: Sept - Dec)] months, ([insert months]) during [insert semester].  This represents [insert total % for FY] % total overload compensation for FY.  This overload will be funded by [insert account name and number]. 

Thank you for your consideration of this request.

APPROVED:
Remove signature lines that are not needed
If total payments equal less than $2,500 provost approval is NOT required.





				
[insert employee direct supervisor]
[insert employee supervisor title]
[insert department of supervisor]	



				    						
[insert hiring department head name]		Alfred Lopez (Dean of CLA)
[insert hiring department head title]	Associate Dean for Undergraduate Education, International Programs & Indianapolis
[insert department name]			College of Liberal Arts			
College of Liberal Arts



				
Office of the Provost

CC: 	[insert hiring Dept Head, Dept Abbrev.]	
	[insert hiring Dept BM, Dept Abbrev.]		
	[insert hiring Lead BA for Dept., Dept Abbrev.]	
	[insert hiring Lead AA for Dept., Dept Abbrev.]
	[insert Joy Hobson or Karen Danaher], SPEL Employment Center	
