

TEMPORARY NON STUDENT
SALARIED


[Insert Date]
[Insert Name] 
[Insert Address] 
[Insert City], [Insert State] [Insert Zip] 
Dear [Insert Name]:
I am pleased to offer you a temporary position with the [Insert Department Name], department number [Insert Department Number], job code 0013, working approximately [Insert #] hours per week.  Your salary will be $[Insert Bi-weekly Salary] on a bi-weekly basis, which is equivalent to $[Insert Annual Salary] annualized.  You will report to [Insert Supervisor Name] employee ID number # [Insert Supervisor Empl ID].  Your appointment will begin on [Insert Start Date] and end on approximately [Insert End Date].  Please note that no further notice of termination will be provided.  
This appointment is considered temporary and either party may discontinue the employment relationship at any time for any reason not prohibited by law. Furthermore, there is no guarantee of continuous employment and the terms and/or conditions of employment may be modified at any time. 

Your employment with the University of South Florida may qualify you to participate in the Temporary Employment Retirement Plan (TERP).  This plan is mandatory for eligible employees, and you will be automatically enrolled or un-enrolled by the University based on your position during your employment with the University of South Florida.  If you are eligible, BENCOR, the plan administrator, will be providing you further information via mail to your mailing address on file with USF.  
You are eligible to participate in the tax sheltered annuities and deferred compensation programs. Salaried temporary employees are also eligible to be paid for university designated holidays that fall within the period of the appointment proportionate to your time in pay status.  You are not eligible for any other fringe benefits as a temporary employee. 

On your first day, please stop by the Campus Information Center at the receptionist desk in the main rotunda to pick up a temporary courtesy parking tag. Once parked, you should report to the Human Resources (HR) Office in B116 to complete the necessary paperwork to put you on the payroll and receive information on obtaining a regular University parking permit and University ID. In order to help you through this process, please be prepared to:
· Provide documentation that establishes your employment eligibility to work in the U.S. (in accordance with the Immigration Reform and Control Act of 1986).  A list of acceptable documents for the I-9 form is attached. 

· Provide your passport, I-94, visa and appropriate immigration support documents based on visa class, if you are a foreign national. 

· Enroll in USF’s Direct Deposit program which is a condition of employment at the University.  A voided check or a deposit slip is needed in order to complete the enrollment forms. If you do not currently have a bank account established HR can provide you with information on available options. 

When you have completed all of your paperwork in HR, which should take no more than one hour, you should report to [Insert Location to Report and Any Special Instructions]. 

If you have any questions about the terms of our offer outlined above, please contact [Insert Name] at (941) 359-XXXX.   We are very excited about the prospect of your joining our team and the staff at USF! To assist you in learning more about the University, please visit our web site at http://www.usf.edu. Go Bulls! 

Sincerely, 

Name
Dean/Director/Supervisor (Title) 
My signature below indicates my acceptance of the offer as outlined above.   Please return a signed copy via US Mail or fax (941-359-XXXX) by [INSERT DATE NO LATER THAN 10 DAYS FROM THE DATE OF THE LETTER].
_______________________________________________________________________      

Signature  








      Date
cc: Human Resources 

Attachment 

Mailpoint: [Enter Bldg. and Room #] 

Location: [Enter Bldg. and Room # of physical location of office] 

Phone: [Enter Work Phone number] 

Pay Distribution: [Enter GEMS account Code and %]
Principal Place of Employment [Enter Location]
Pay Envelope # [Enter Number, if applicable]
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