Date

Employee Name        

Employee Address      

Address                    

Dear Mr./Ms. Employee:

I am pleased to offer you the position of (Class Title), in the (Department Name) at Florida Atlantic University.  The effective date of your appointment in this exempt position will be (Date) at an annual salary of ($—), to be paid bi-weekly.  This position is classified as Administrative, Managerial and Professional (AMP). 

As an Administrative, Managerial, and Professional (AMP) employee you will accrue 6.77 hours of annual leave per pay period and will continue to accrue 4.0 hours of sick leave per pay.  

Your new position entitles you to additional retirement plan options.  You have ninety (90) days from the start of your new position to make a new election.  A representative from Benefits and Retirement department will contact you shortly.  If you have any questions, please call 7-2061 or 7-3071.

Continued employment with Florida Atlantic University will require satisfactory job performance and compliance with existing and future University and departmental regulations and policies. Your employment will continue unless you receive a Notice of Separation, or your employment is terminated for cause, or you are separated for any other reason pursuant to University regulation, policy or applicable collective bargaining agreement.  The specific details of your position, and all future positions with the University, will be detailed on a Personnel Action Form.

Congratulations on your promotion!  Please signify acceptance of this offer by signing and returning this letter to me.  This letter will be placed in your Personnel file.

Sincerely,

Hiring Authority

Title

I accept the position of Title, effective Date.

___________________________________________ ________________

(Employee Name)   
             Date

