Sample USPS Time-Limited Letter

(only current USPS employees are eligible)

To be re-typed on Departmental Letterhead

Date

Name

Title

Department

Dear ___________________:

Congratulations on your new appointment to the position of ___________________ (title) in _________________ (department name), LP# _________.  [Insert explanation of the contract, grant, or auxiliary funding resulting in this appointment].  Because this position is time-limited, there are certain aspects of employment about which you should be aware.

Your appointment will begin on ______________ (start date) and is anticipated to end on ______________ (end date).  Funding for this position may be eliminated or reduced as a result of conditions beyond the control of the University of Florida, which may result in termination of your employment before the anticipated end date.  Funding also may be available to extend the appointment beyond the anticipated end date.  In either case, you will remain a time-limited appointee (regardless of future title changes) unless you are notified otherwise in writing.  In accordance with University of Florida rule 6C1-3.054, there are no layoff retention rights associated with your time-limited appointment.  However, you will have all other rights available to USPS employees while you are on this appointment.

If you are vacating a permanent USPS position to accept this appointment, you will have no rights to that position or any other position at the conclusion of this appointment; however, you may apply for other positions with the University of Florida.  Should you be hired into another non-exempt position prior to the end of this appointment, you may choose to remain in the USPS.  If you do not find another position before this appointment ends but you later are re-hired by the university, you will be reemployed as a TEAMS employee.  

____________ (employee’s name), welcome to the _________________ (department’s name).  We look forward to your contributions as a member of our department.  If you have questions about your time-limited status or your employment opportunities in general, please call Central Employment at (352) 392-4621, SC 622-4621.

Sincerely,

[INSERT HIRING SUPERVISOR’S NAME]
[INSERT EMPLOYEE’S NAME] (acknowledges receipt)
Approved:  Division of Human Resources

cc:  Central Employment
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