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DATE XXXX


XXXXXXX
Department Name
University of Georgia

Dear  XXXX:

On behalf of the College of Family and Consumer Sciences (FACS) at the University of Georgia, we are pleased to offer you the position of Graduate Coordinator with the Department of XXXXX effective July 1, 20XX for the academic year 20XX-20XX. New appointments are usually three-year term; however, if either party is unsatisfied with the arrangement, then the unsatisfied party must provide the other party and College written notification at least 4 months in advance of end of agreement. The decision to extend the appointment beyond three years rests with the Department Head in consultation with the Dean. Your Department Head will annually provide you written feedback of your performance in this role.

For the administrative duties you will perform as Graduate Coordinator, you will receive an administrative salary supplement in the amount of $XXXX to be paid evenly over 10 payments (academic year appointment) for your service as Graduate Coordinator in accordance with College policy: https://www.fcs.uga.edu/docs/Policy_on_Compensation_for_Graduate_and_Undergraduate_Coordinators_Dec_2019.pdf . The supplement will end should you no longer serve as the Graduate Coordinator. Your direct supervisor will remain the XXXX Department Head, Dr. XXXX.

In addition to the salary supplement described above, the Department will provide a will provide a Graduate Coordinator Assistant to support you in the role of Graduate Coordinator. The Graduate Coordinator duties are outlined on the enclosed document and on the UGA Graduate School web site Graduate Coordinator Handbook https://grad.uga.edu/index.php/faculty-and-staff/graduate-coordinators/. 

Please indicate your acceptance of this offer by signing this letter and returning it to your department head no later than XXXX. It is our hope that you will accept this offer. We look forward to working with you in this role. If you have any questions, please do not hesitate to contact me.

Sincerely,


__________________________________        
DH Name	
Department Head, Department Name


____________________________________
Anisa Zvonkovic, Ph.D.
Dean



_________________________________	____________________
Signature	Date


Enclosure:  Graduate Coordinator Job Duties

Cc: Senior Director of Business and Finance
	 BFO Human Resources
	 Department Business Manager
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Dear Recipient Here,

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed porta tincidunt augue a egestas. Aliquam mollis
metus non erat malesuada hendrerit. Fusce et pulvinar purus. Quisque cursus posuere libero, ut volutpat diam
auctor quis. Mauris lacus ante, semper vehicula nisi sit amet, viverra dapibus ligula. Aliquam erat volutpat.
Phasellus nec facilisis nisi. Donec at dui ac nisi lobortis euismod. Aenean volutpat, enim nec tristique maximus,
dui elit malesuada augue, vel posuere diam urna auctor nisl. Cras hendrerit, mauris et fermentum luctus, elit
massa fermentum diam, id auctor diam diam quis sapien. Cum sociis natoque penatibus et magnis dis parturient
montes, nascetur ridiculus mus. Nam et urna quam. Curabitur eu eros porta, commodo ligula eget, ornare nulla.

Vivamus sit amet porta mi, eu tincidunt lorem. Mauris sit amet bibendum arcu, sed bibendum orci.

Quisque sollicitudin elementum molestie. Praesent non dolor pellentesque, gravida felis in, condimentum tortor.
Suspendisse pretium condimentum lacus, eu egestas orci aliquam nec. Aenean maximus, enim sed volutpat
pulvinar, nibh tellus facilisis sapien, ut bibendum lacus lectus at erat. Nullam pellentesque, mauris ac interdum
congue, enim elit volutpat nisi, eget aliquet turpis nunc non orci. Aenean iaculis sapien at lectus varius dignissim.

In ac posuere augue.

Sincerely,

First and Last Name
Title
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