SAMPLE LETTER OF OFFER

FOR TEAMS TEMPORARY APPOINTMENT

Date

Employee’s Name

Department or Address

Dear ____________:

In accordance with University of Florida rule 6C1-3.054, you are being given a temporary appointment to the position of _________________ (title) in ________________ (department name), position # ________, effective _________ (start date) through _________ (end date).  This is a full-time position (XX FTE) with a starting salary of _________.  This appointment could end prior to or be extended beyond the expected end date. 

Option A (for current TEAMS employees or academic personnel)

Upon completion of this temporary appointment, you will be reassigned back to your present position (# ___________) in _____________________ (department name).  At that time your salary will be adjusted to reflect your current rate plus any mandated salary increases that occurred since this appointment.

Option B (for non-UF or OPS employees)

Upon completion of this temporary appointment, your employment with ______________ (department name) and the University of Florida will end.  You may, however, choose to seek other job opportunities with the University of Florida.  Time worked in this temporary appointment is considered creditable service with the state of Florida.

The principal duties and responsibilities assigned to this position are (statement of functions as outlined on the position description).  

You are eligible to participate in the benefit and retirement programs offered by both the University of Florida and the state of Florida.  Enrollment in insurance programs is not automatic; you must enroll within 60 days of your hire date to be covered.  You have 90 days from your date of hire to enroll in retirement programs.  Details about benefits and retirement may be obtained by attending new employee orientation or calling University Benefits at (352) 392-1225 and University Retirement (352) 392-4941.

TEAMS employees earn 6.769 hours of vacation leave and 4.00 hours of sick leave on a biweekly basis.  In addition, you will receive nine paid holidays each year as well as four personal leave days to use between December 26 and December 31. 

All new employees of the University of Florida are required to participate in the direct deposit payroll program for the deposit of their biweekly paychecks.  A direct deposit form should be provided to you during your payroll sign-up appointment.   

To accept this position, please sign and return this letter to my office or provide me with a separate letter of acceptance.  

____________ (name), thank you for your willingness to fill this temporary vacancy.  If you have questions, please let me know.

Sincerely,

____________________________

Name of Hiring Authority

I have read and understand the terms of this temporary appointment.

_____________________________________________________________________________________

Name                                                                                                                                      Date
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