
Fall 2015 Letter of Appointment 
template changes: addition of new 

fields and definitions:

Hints for Completing Each Template

For more information please email us at comp-classification@montana.edu

mailto:comp-classification@montana.edu


What’s Changing and Why

• Listening to feedback HR has:
– Made clarifying changes
– Added (on applicable templates)

• The link to New Faculty Orientation information
• A checkbox signifying first time faculty hires

• The amendments are intended to add value to:
– The Originator experience
– Presentation of the final document
– Provost’s Office record keeping

• HR to reissue pdf versions; meanwhile Word templates will be online

2



NTT Appointment
and Overload LoA
• Yellow highlight

– Please complete all 
sections

• Green highlight
– Please draw employee 

attention to New Faculty 
Orientation to be held at 
the start of each 
semester.  Everyone 
welcome.

• Please paginate as 
necessary after all fields 
are filled

• Please print on clean 
paper
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NTT Appointment
and Overload LoA

• Yellow highlight
– Please complete all sections.

• Green highlight
– Provost and/OR VP can sign 
– Employee signs last (exceptions granted 

by Provost or VP in unusual 
circumstances only)

– Please check the box if this employee is 
being hired as faculty at MSU for the very 
first time 

– Monthly Payment: the actual pay per 
month excluding any overload

– FTE: the FTE of this contract excluding 
any overload

– Monthly Salary: the amount of pay per 
month if the assignment were 1.0

– Overload Monthly Payment: the amount 
of pay per month that is in excess of the 
Monthly Payment at 1.0 FTE (above)

– Overload FTE: the amount of FTE of the 
total assignment that is in excess of 1.0

– Additional EPAF (.OL suffix) is required for 
overload
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NTT Appointment Multi-department LoA
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• Yellow highlight
• Please complete all 

fields

• Green highlight
• Please draw employee 

attention to New Faculty 
Orientation to be held at 
the start of each 
semester.  Everyone 
welcome.

• Please paginate as 
necessary after all fields 
are filled

• Please print on clean 
paper



NTT Appointment Multi-department LoA
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NTT Appointment Multi-department and Overload LoA

7

• Yellow Highlight
• Please complete all fields

• Green Highlight
• Provost and/or VP sign 

here
• Employee signs last 

(exceptions granted by 
Provost or VP in unusual 
circumstances only)

• FTE and Monthly Payment 
per the NTT Appointment 
and Overload LoA
template

• Please check the box if this 
employee is being hired as 
faculty at MSU for the very 
first time 

• Total FTE: combined FTE 
including all positions but 
excluding any overload

• Total Monthly Payment: 
combined actual monthly 
pay of each position 
excluding any overload

• Overload Monthly 
Payment and FTE per the 
NTT Appointment and 
Overload LoA template

• An EPAF (.OL suffix) is 
required for overload



Professional/Research LoA

• Yellow highlight
– Please complete all sections

• Green highlight
– Please include definition of duties sufficient 

to
• ID teaching on professional LoA

– and please split EPAF labor 
distribution 61123/61124 
accordingly

• Verification of title

• Please paginate as necessary after all 
fields are filled

• Please print on clean paper
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Professional/Research LoA

• Yellow highlight
– Please complete all sections

• Green highlight
– Provost and/OR VP can sign 
– Employee signs last (exceptions granted by 

Provost or VP in unusual circumstances only)
– Monthly Salary: the amount of pay per month 

if the assignment were 1.0
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LoA MOD (NTT and Professional/
Research)

• Yellow highlight
– Please complete all sections

• Green highlight
– Monthly payment is pro-rated to actual dates 

for professional/research positions
– Provost and/or VP sign here
– Employee signs last (exceptions granted by 

Provost or VP in unusual circumstances only)

• Please paginate as necessary after all 
fields are filled

• Please print on clean paper
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LoA MOD (NTT and Professional/
Research)

• Green highlight
– Please submit another Mod/LoA and EPAF 

to ensure payroll is correct after the changes 
detailed in this Modification cease

– Overload is applicable to NTT assignments 
only

– An EPAF (.OL suffix) is required for overload
– Overload Monthly Payment: the amount of 

pay per month that is in excess of the 
Monthly Payment at 1.0 FTE 

– Overload FTE: the amount of FTE of the 
total assignment that is in excess of 1.0
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