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CENTRAL HUMAN RESOURCES
Non-Recurring Letter of Engagement

Note: This letter must be sent to the Employment Center in CHR before the work has begun. 
Date:          
Dear Insert Candidate Name:

I am pleased to offer you a temporary non-recurring assignment with the Insert Department Name, department number Insert Department Number, job code 0019, beginning on Start Date and ending on End Date for a lumpsum payment amount of $     . 

This assignment is considered temporary and either party may discontinue the employment relationship at any time for any reason not prohibited by law.  Furthermore, there is no guarantee of continuous employment and the terms and/or conditions of employment may be modified at any time.
	Your Assignment is as Follows:

 FORMCHECKBOX 
 Research data assessment professional/reviewer

 FORMCHECKBOX 
 Program Designer

 FORMCHECKBOX 
Artistic Performance

 FORMCHECKBOX 
 Course Development

	 FORMCHECKBOX 
 Other - Explain:      



	The assignment requires the following degree or licenses in order to perform these services: 

     


On or before your start date you must contact Central Human Resources (CHR) Office located in the Student Services Building, SVC, Room 2172, to complete the necessary paperwork that will put you on the payroll. You should be able to complete all required paperwork in less than one hour. To expedite this process, please be prepared to:

· Provide documentation that establishes your identity and employment eligibility (in accordance with the Immigration Reform and Control Act of 1986).  A list of acceptable documents for the I-9 form is attached. 

· Provide your passport, I-94, visa and appropriate immigration support documents based on visa class, if you are a foreign national.

· Enroll in USF’s Direct Deposit program which is a condition of employment at the University.  A voided check is needed in order to complete the enrollment forms.  You may also submit a letter from your financial institution with account and routing information if you use a savings account, since deposit slips are not acceptable.  If you do not currently have a bank account established HR can provide you with information on available options.

We are enthusiastic at the prospect of your acceptance of this assignment. 
Sincerely, 

 Chair / Dean

If you agree to this assignment based on the above terms, please sign the original copy below and return it to Insert department contact name no later than Insert Return date.  
	
	
	     
	
	

	Signature
	
	Printed Name
	
	Date


Department Use only: 

	Department certifies individual possesses required skills, experience, and/or licenses necessary to complete this assignment. 

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No



HR Processing Information (please insert information)

· Department I.D.: 
· Supervisor’s Name: 
· Supervisor’s Title: 
· Supervisor’s Employee I.D.: 
· Mail Point: 
· Office Location: 
· Office Phone Extension: 
· Pay Distribution: 
Please note: 

Additional approval by Classification and Compensation is required for NRC payments to existing Hourly and Staff Employees in Pay Groups POH and PEU. 

Class and Comp Approval Signature: 





 
Date: 




Enclosure:
Acceptable Documents List
LISTS OF ACCEPTABLE DOCUMENTS

	LIST A
Documents that Establish Both Identity and Employment Eligibility
1. U.S. Passport (unexpired or expired)

2. Certificate of U.S. Citizenship(Form N-560 or N-561)
3. Certificate of Naturalization(Form N-550 or N-570)
4. Unexpired foreign passport, with I-551 stamp or attached Form I-94 indicating unexpired employment authorization

5. Permanent Resident Card or Alien Registration Receipt Card with photograph(Form I-151 or I-551)
6. Unexpired Temporary Resident Card (Form I-688)
7. Unexpired Employment Authorization Card(Form I-688A)
8. Unexpired Reentry Permit(Form I-327)
9. Unexpired Refugee Travel Document (Form 1-571)
10. Unexpired Employment Authorization Document issued by DHS that contains a photograph(Form I-688B)

	OR
	LIST B
Documents that Establish Identity
1. Driver's license or ID card issued by a state or outlying possession of the United States provided it contains a photograph or information such as name, date of birth, gender, height, eye color and address

2. ID card issued by federal, state or local government agencies or entities, provided it contains a photograph or information such as name, date of birth, gender, height, eye color and address

3. School ID card with a photograph

4. Voter's registration card

5. U.S. Military card or draft record

6. Military dependent's ID card

7. U.S. Coast Guard Merchant Mariner Card

8. Native American tribal document

9. Driver's license issued by a Canadian government authority 

For persons under age 18 who are unable to present a document listed above:
10. School record or report card

11. Clinic, doctor or hospital record

12. Day-care or nursery school record
	AND
	LIST C
Documents that Establish Employment Eligibility
1. U.S. social security card issued by the Social Security Administration(other than a card stating it is not valid for employment)
2. Certification of Birth Abroad issued by the Department of State (FormFS-545 or Form DS-1350)
3. Original or certified copy of a birth certificate issued by a state,  county, municipal authority or outlying possession of the United States bearing an official seal

4. Native American tribal document

5. U.S. Citizen ID Card (Form I-197)
6. ID Card for use of Resident Citizen in the United States(Form I-179)
7. Unexpired employment authorization document issued by DHS (other than those listed under List A)
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