Please note that any special conditions of employment, such as a statement of funding availability or an ending date of employment for time-limited or visiting positions must be noted in the annual letter.  Sample statements of special conditions are: 

1. Statement of funding availability for positions paid from soft funding (external funded projects):  Continued employment is contingent upon the availability of funding.

2. Statement of funding availability for time-limited positions:  Funding for this position is through a grant/contract from (name of funding agency) for the period beginning (date) and ending on or before (date). Employment is contingent upon external funding. 

3. Ending date of employment, if temporary or time-limited:  This position is for the period beginning (date) and ending on or before (date).

SAMPLE LETTER NO. 1
FOR EMPLOYEES FILLING CONTRACTUAL AND NON-CONTRACTUAL

POSITIONS








Date 




Dear 





          (Employee) 

          (Job Title)


Effective July 1, 20XX, your rate of pay is $

annually and will be paid semi-monthly. (Any special conditions of employment must be noted in the annual letter. See above for examples.)  

This letter confirming your rate of pay is not an employment contract.







Sincerely,




















(Signature of Administrator)







(Title)
SAMPLE LETTER NO. 2
FOR EMPLOYEES FILLING

CLASSIFIED/NON-EXEMPT POSITIONS







Date 






Dear 







          (Employee) 

          (Job Title)


 Effective July 1, 20XX, your rate of pay is $

 annually and will be paid semi-monthly. (Any special conditions of employment must be noted in the annual letter. See above for examples.)  

If you are required to work overtime, you will be compensated with (Select one of the following: overtime pay or compensatory time) for hours worked beyond 40 during the work week.  In the event this method of payment changes, you will be notified in advance of the work being performed.


This letter confirming your rate of pay is not an employment contract.







Sincerely,







(Signature of Administrator)







(Title)

