

NOTES FOR UNIT MANAGEMENT PREPARING THIS LETTER
NOTE 1: This template is updated periodically to reflect changes in policy or business procedures. Please assure you are using the most up-to-date template by checking for the latest version on the EHRA Non-Faculty Form Finder of the OHR web site. You may also contact EHRA Non-Faculty Human Resources for assistance at 962-2897.

NOTE 2: All EHRA Non-Faculty appointments must generally have a minimum annualized salary of no less than $23,660 regardless of FTE or work schedule. Exceptions are for individuals whose duties directly involve teaching, tutoring, or otherwise instructing students and practicing physicians or attorneys. If you are contemplating a permanent appointment with a lesser annual salary amount, please contact EHRA Non-Faculty Human Resources first before finalizing or communicating any offer details to assure the position qualifies for some exemption from this minimum salary requirement which is based on federal fair labor standards act (FLSA) rules.

NOTE 3: A copy of the fully signed letter (both University official and employee acknowledgment signatures) is provided to EHRA Non-Faculty Human Resources as an attachment to the Connect Carolina ePAR action. Please do not send paper copies of these letters to OHR.

If you have specific questions with the content of this template or would like assistance in preparing this letter, contact EHRA Non-Faculty Human Resources.
** TEMPLATE BEGINS ON NEXT PAGE **

[DATE OF LETTER]

[EMPLOYEE NAME]

[OFFICE OR HOME ADDRESS DEPENDING ON PLACE OF DELIVERY]

Dear [NAME]:
I am pleased to confirm your temporary appointment as [JOB TITLE] in [WORK UNIT NAME] effective [INSERT DATE]. Your appointment is conditional on the terms and conditions stated in this letter and the terms and conditions set out in the “EHRA Non-Faculty Appointee Certifications and Conditions of Employment” (Form AP-2a). 
Your appointment begins on the effective dated noted above and is <CHOOSE ONE OF THE FOLLOWING: scheduled / anticipated> to end on <INSERT EXPECTED APPOINTMENT END DATE>. As a temporary appointee, your employment may be extended by mutual agreement between you and the appointing Department Head. It may also be ended or modified at any time, including prior to the scheduled end date, should the needs of the Department change. While you would be notified of such a change, no formal written notice is required.

Your initial salary will be [INSERT SALARY PER FTE/WORK SCHEDULE] per year based on a regular work schedule of [INSERT XX HOURS OR X.XX FTE] and your appointing unit is responsible for initiating any changes in your salary or work schedule as deemed appropriate.

You are not eligible for other University benefits such as annual leave, sick leave, NC Flex, or mandatory retirement (Teachers’ and State Employees’ Retirement System and Optional Retirement Program). However, the university does now offer health coverage under the Affordable Care Act to all eligible temporary employees. A determination of your eligibility will be made within 30 days of your date of hire. You will be contacted directly by the benefits office if you are determined to be eligible for this coverage.

Please note also that all EHRA Non-Faculty appointments, including temporary appointments, are conditional on satisfactory completion of the University’s required criminal conviction checking processes. In the event these processes have not been fully completed at the time your appointment begins, your appointment may be discontinued if any remaining checks disclose information that in the University’s judgment are sufficient to bar your continued employment. 

Please signify your acceptance of these conditions of employment by signing and dating the enclosed copy of this letter and the “EHRA Non-Faculty Appointee Certifications and Conditions of Employment” (Form AP-2a).  Please also complete the Recommendation for EHRA Personnel Action (Form AP-2) and return the letter, AP-2 and AP-2a forms to me at your earliest convenience and no later than [INSERT #] weeks from the date of this letter.

Accompanying this letter of appointment are “Equal Opportunity Employment Data Forms” which request information regarding gender and race/ethnicity information, Protected Veteran status and Individuals with Disability information. The University of North Carolina at Chapel Hill is an Equal Opportunity Employer. Collection of this information is in compliance with Federal laws and regulations, executive orders, and applicable State laws and regulations. The information that you submit will remain confidential and will be used by the UNC Chapel Hill Equal Opportunity and Compliance Office only for statistical and required reporting purposes. Completion of this data is voluntary; failure to provide this information will not adversely affect your candidacy or employment.

Sincerely yours,

[SIGNATORY NAME AND TITLE]

Enclosure:  Form AP-2 (Recommendation for EHRA Personnel Action)
     Form AP-2a (EHRA Non-Faculty Appointee Certifications and Conditions of Employment)
     Equal Opportunity Employment Data Form

Acknowledgment and Acceptance by Temporary Employee:

_____________________________________
Date: _______________

(Signature)

cc:
Departmental Personnel File


Dean/Division Office (cite if applicable)


EHRA Non-Faculty HR, Office of Human Resources
