SAMPLE LETTER OF OFFER

FOR USPS TEMPORARY APPOINTMENT

(only current USPS employees are eligible for this 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. 

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. 

Should you ultimately be hired in this position within this department on a regular appointment, time worked in this temporary appointment ________ (will or will not—select one) count toward permanent status in this class for this position.  However, time worked on this temporary appointment is considered creditable service and will count toward your continuous service.  A performance evaluation will not be completed during this temporary appointment.  

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

To accept this temporary 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 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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