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California State University, Sacramento
College of Education • Dean’s Office 
6000 J Street • Eureka Hall 206 • Sacramento, CA  95819-6079

(916) 278-3326 • sidorkin@csus.edu

Date: 

To:
Office of Faculty Advancement
From:
[Name], Chair of [Branch] 
Re:
[Faculty name] Additional employment scope of work and confirmation of deliverables

M E M O R A N D U M
The following provides the scope of work agreed upon with the faculty member listed above.
PURPOSE OF THE PROJECT: [One sentence]
SCOPE OF WORK
	Task description
	Deliverables/documents
	Hours 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total 
	
	0


TIMELINE; [Start date-end date. Include time off-contract only] – Please put the actual timeline on the memo.  If the effective date is a different date on the ePTF, please make a note in the remark column – effective date xx/xx/xxxx on ePTF for payment.
COMPENSATION
Compensation is set at flat rate of $60.00/hour to be paid at the end of the work period upon review of submitted deliverables.
Chair signature
REVIEW OF DELIVERABLES
I confirm that the faculty member above has submitted the listed deliverables of acceptable quality.
Total amount to be paid out on additional employment agreement: 





Chair signature






Date
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