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EXEMPT EMPLOYEE APPOINTMENT LETTER

[UNIVERSITY DEPARTMENTAL LETTERHEAD]

[Date]

Dear       :

	This is to confirm that you have been appointed to the position of                               
in the Department of                                               at the University of Maryland, College Park (“University”).  This position is a regular, full-time exempt staff position of the University, which is an institution of the University System of Maryland.  Your appointment will begin on 
                  .  You will be paid over a twelve month period at an annual salary of $                      , and will serve a probationary period of one year subject to the provisions of University System of Maryland Policy VII-1.22 (IV).  As an exempt employee you shall be expected to work a normal workweek of no fewer than 40 hours per week from Monday through Friday between the hours of 8:00 a.m. and 6:00 p.m.  Employees in exempt positions are expected to work the hours necessary to complete assignments on a schedule that satisfies the requirements and responsibilities of the job.  Employees in exempt positions are not entitled to compensation for hours in excess of 40 hours per week.

	Employment for regular University System of Maryland employees in exempt positions is on an at-will basis.  This means that, subject to applicable laws and policies, the employment relationship may be terminated at any time by either the employee or the University consistent with University System of Maryland VII-1.22.  A copy of this policy is enclosed for your information.  All policies and procedures governing Regular Exempt Employees can be found at the following website:  http://www.president.umd.edu/policies/ .

	As a full-time, regular exempt staff employee, you are eligible to join either the Maryland State Pension System or one of a number of optional retirement programs.  You are also eligible to receive health insurance benefits and to participate in University-sponsored programs such as long-term disability insurance, life insurance, supplemental retirement annuities and deferred compensation plans.  Paid leave is accrued proportionately based on the number of days worked and includes 22 days of annual leave, 3 days personal leave, 15 designated holidays and 15 sick days per year.

	Your duties as 							include the following:



You shall report directly to 					, whose title is                                   .

							Sincerely,


							Name
							Title
