
Dear 

Offer Details 
Position 

Start Date 

Essential Personnel 

Sincerely, 

My signature below indicates I have reviewed the Job Description and the enclosed documents and I accept the terms and 
conditions contained in this letter.

_________________________________________________________________  Encl: 
Offer Acceptance Signature      Date 



Additional Details 

Job Opening ID # 

Position Number 

Job Code 

Department Number 

Background Check Level 

Research Position 

Mail Point 

Location 

Pay Distribution

Pay Plan 

CENTRAL HUMAN RESOURCES 
Conditions of Employment

http://regulationspolicies.usf.edu/regulations/pdfs/regulation-usf10.201.pdf
http://regulationspolicies.usf.edu/regulations/pdfs/regulation-usf10.201.pdf


Employee Name: 

Position Title:  College/Div./Dept.:   

Classification:  Faculty  Administration  Staff  Temporary/OPS 

Employee Acknowledgment:  The practice of working at a remote location instead of physically traveling to a central 
workplace (“Flexible Work Arrangement”) is a work alternative available to employees at the University of South Florida with 
management approval, provided that the arrangement is conducive to University operations and performance of the employee’s 
job duties.  The parameters of the Flexible Work Arrangement and any applicable limitations should be discussed between 
the employee and the employee’s supervisor prior to implementation and revisited during the course of the Flexible Work 
Arrangement, as necessary.    The employee acknowledges and agrees that the Flexible Work Arrangement covered by this 
Agreement is not an entitlement, benefit, term, or condition of employment, and that the employee remains subject to all 
performance expectations, rules, and procedures of the employee’s department/unit, as well as all USF Policies and Regulations.  
Employees are encouraged to perform their duties within the state of Florida, where possible.  

Discontinuation of Flexible Work Arrangement:  Either management or the employee may discontinue the Flexible Work 
Arrangement at any time.  Where practicable, at least two weeks’ notice should be provided prior to discontinuation in order 
to facilitate the transition to on-site work. 

University Equipment:  USF-owned equipment or services normally will not be provided or paid for by USF when the Flexible 
Work Arrangement is authorized solely for the convenience of the employee.  Any purchase of equipment or services, or the 
reimbursement of related expenses incurred by the employee, must be approved by appropriate management with budgetary 
authority prior to the purchase or expense being incurred.  In such cases, the employee is responsible for protecting 
University Equipment against loss, damage, and unauthorized use.  The employee will promptly notify management of any 
required maintenance or service relating to University Equipment.  USF will not be responsible for operating, supply, or other 
incidental costs associated with the employee’s remote work location.      

Non-liability for Personal Property:  The University will not be liable for damages to the employee's property resulting from the 
Flexible Work Arrangement. 

Workers’ Compensation:  In the case of a remote work-related injury, the employee will immediately report the injury to the 
employee’s supervisor, so that the matter can be processed in accordance with the University’s standard policies and procedures.   

Payroll Taxes:  USF will only withhold federal payroll taxes. The employee is responsible for all other taxes, including those 
related to performing work from any jurisdiction outside the state of Florida. 

Official Documents/Records and Other Information/Data:  While working at the remote work location, the employee will 
properly safeguard University records from loss, damage, or unauthorized access and will prevent unauthorized access to any 
sensitive or non-public information and data via computer or other telecommunications, as applicable.  The employee also 
agrees to ensure the retention of any records in paper or electronic format, including but not limited to e-mails, text messages, 
and communications via Microsoft Teams or similar platforms, that may be subject to disclosure under Florida’s Public Records 
Law. 

Failure to Comply:  Non-compliance with the provisions of this Agreement may result in termination of the Agreement and 
Flexible Work Arrangement and/or appropriate disciplinary action. 

Flexible Work Arrangement Begin Date: End Date (if applicable):  

Address of Remote Work Location(s) (if designated):    

City / State where the work will be performed, if outside the state of 

Florida: Equipment / Services Provided by the University:    

CENTRAL HUMAN RESOURCES 
Flexible Work Agreement

University of South Florida   
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Moving Allowance 

A comprehensive transition allowance in the amount of $__________ will be paid in lieu of relocation cost reimbursement and/
or comprehensive payment of moving expenses. The allowance will be paid within thirty (30) days upon hire as a lump sum 
payment. It will be processed as additional taxable compensation through the Payroll system with all applicable income taxes 
and FICA amounts deducted. 

See IRS Publication 521 (IRS Forms & Publications) and USF procedures for additional information regarding qualified 
moving expenses. 

Clawback/Repayment 
Should you voluntarily terminate your employment with USF prior to the completion of two years of service after receiving a 
moving allowance greater than or equal to $3,500.00, you agree to reimburse USF for this payment according to the following 
rates and schedule: 

Separation from Employment Amount of Repayment 
< six months 100% of the net moving allowance stipend 
< twelve months 75% of the net moving allowance stipend 
< eighteen months 50% of the net moving allowance stipend 
< twenty four months 25% of the net moving allowance stipend 

The above amounts are subject to additional reimbursement of certain federal withholdings in accordance with USF’s 
standard payroll practices for repayments covering multiple calendar years, as applicable.  Reimbursement may be effected 
by deducting from final wages and/or eligible leave payouts following separation of employment, as appropriate. 

Candidate Name Candidate Signature Date 

Hiring Authority Name Hiring Authority Signature Date 

Faculty Professional labs, Libraries, Supplies and Equipment 
The transition allowance does not apply to special situations involving the establishment or relocation of professional labs, 
libraries, supplies and equipment of faculty and researchers. These are direct payments to vendors through normal USF 
Purchasing and USF Accounts Payable procedures. An authorized USF employee must approve the expenditure. The new 
faculty or staff member must provide a letter from their old institution releasing the material and/or equipment to USF, and the 
USF department must provide a letter accepting the materials and/or equipment to be moved. A list of equipment must be 
provided to UCO Asset Management for Property tagging. 

University of South Florida |  4202 E Fowler Avenue, | Tampa, FL 33620-4301 
 | 

https://www.irs.gov/Forms-&-Pubs
https://www.usf.edu/business-finance/purchasing/staff-procedures/purchasing/index.aspx
https://www.usf.edu/business-finance/controller/payment-services/acctpay.aspx
https://www.usf.edu/business-finance/controller/accounting-reporting/untitled.aspx
https://usf.app.box.com/s/idfoa85be3i36m9dmfq06v2qwitekld0


Sign-on Bonus Agreement 

A sign-on bonus in the amount of $__________ will be paid within thirty (30) days following your appointment 
start date. It will be processed as additional taxable compensation through the Payroll system with all applicable 
income taxes and FICA amounts deducted.  This will be paid in the form of a one-time lump sum payment. 

Clawback/Repayment 
For sign-on bonuses of $3,500.00 and up, should you voluntarily terminate your employment with USF prior to 
the completion of two years of service, you agree to reimburse USF for this payment according to the following rates and 
schedule: 

Separation from Employment Amount of Repayment 
< six months 100% of the net bonus amount 
< twelve months 75% of the net bonus amount 
< eighteen months 50% of the net bonus amount 
< twenty four months 25% of the net bonus amount 

The above amounts are subject to additional reimbursement of certain federal withholdings in accordance 
with USF’s standard payroll practices for repayments covering multiple calendar years, as applicable.  
Reimbursement may be effected by deducting from final wages and/or eligible leave payouts following separation 
of employment, as appropriate. 

Candidate Name Candidate Signature Date 

Authorized Signer Name Authorized Signer Signature Date 

University of South Florida |  4202 E Fowler Avenue, | Tampa, FL 33620-4301 
 | 
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Employee Name: 


Position Title:  College/Div./Dept.:   


Classification:  Faculty  Administration  Staff  Temporary/OPS 


Employee Acknowledgment:  The practice of working at a remote location instead of physically traveling to a central workplace 
(“Flexible Work Arrangement”) is a work alternative available to employees at the University of South Florida with management 
approval, provided that the arrangement is conducive to University operations and performance of the employee’s job duties.  The 
parameters of the Flexible Work Arrangement and any applicable limitations should be discussed between the employee and the 
employee’s supervisor prior to implementation and revisited during the course of the Flexible Work Arrangement, as necessary.    The 
employee acknowledges and agrees that the Flexible Work Arrangement covered by this Agreement is not an entitlement, benefit, 
term, or condition of employment, and that the employee remains subject to all performance expectations, rules, and procedures of 
the employee’s department/unit, as well as all USF Policies and Regulations.  Employees are encouraged to perform their duties within 
the state of Florida, where possible.  


Discontinuation of Flexible Work Arrangement:  Either management or the employee may discontinue the Flexible Work Arrangement 
at any time.  Where practicable, at least two weeks’ notice should be provided prior to discontinuation in order to facilitate the 
transition to on-site work. 


University Equipment:  USF-owned equipment or services normally will not be provided or paid for by USF when the Flexible Work 
Arrangement is authorized solely for the convenience of the employee.  Any purchase of equipment or services, or the reimbursement 
of related expenses incurred by the employee, must be approved by appropriate management with budgetary authority prior to the 
purchase or expense being incurred.  In such cases, the employee is responsible for protecting University Equipment against loss, 
damage, and unauthorized use.  The employee will promptly notify management of any required maintenance or service relating to 
University Equipment.  USF will not be responsible for operating, supply, or other incidental costs associated with the employee’s 
remote work location.      


Non-liability for Personal Property:  The University will not be liable for damages to the employee's property resulting from the Flexible 
Work Arrangement. 


Workers’ Compensation:  In the case of a remote work-related injury, the employee will immediately report the injury to the employee’s 
supervisor, so that the matter can be processed in accordance with the University’s standard policies and procedures.   


Payroll Taxes:  USF will only withhold federal payroll taxes. The employee is responsible for all other taxes, including those related to 
performing work from any jurisdiction outside the state of Florida. 


Official Documents/Records and Other Information/Data:  While working at the remote work location, the employee will properly 
safeguard University records from loss, damage, or unauthorized access and will prevent unauthorized access to any sensitive or non-
public information and data via computer or other telecommunications, as applicable.  The employee also agrees to ensure the 
retention of any records in paper or electronic format, including but not limited to e-mails, text messages, and communications via 
Microsoft Teams or similar platforms, that may be subject to disclosure under Florida’s Public Records Law. 


Failure to Comply:  Non-compliance with the provisions of this Agreement may result in termination of the Agreement and Flexible 
Work Arrangement and/or appropriate disciplinary action. 


Flexible Work Arrangement Begin Date: End Date (if applicable):  


Address of Remote Work Location(s) (if designated):    


City / State where the work will be performed, if outside the state of Florida: 


Equipment / Services Provided by the University:    


CENTRAL HUMAN RESOURCES 
Flexible Work Agreement
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4202 E Fowler Avenue, | Tampa, FL 33620-4301 
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Management Comments (optional): 


We have thoroughly read and agree to comply with USF Policy 0-612, the University’s Flexible Work Arrangement procedures located 
at __________________, and the provisions specified in this Agreement. 


Employee Signature Date 


Supervisor Name (Print) Signature Position Title Date 


Your Safe Return


CENTRAL HUMAN RESOURCES 
Flexible Work Agreement


University of South Florida   
4202 E Fowler Avenue, | Tampa, FL 33620-4301 
813-974-2970 | usf.edu/hr
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https://www.usf.edu/hr/safe-return/



		Employee Name 1: 

		Employee Name 2: 

		undefined: 

		Flexible Work Arrangement Begin Date: 

		End Date if applicable: 

		Date: 

		Supervisor Name Print: 

		Position Title: 

		Date_2: 

		Temporary/OPS: Off

		Faculty: Off

		Administration: Off

		Staff: Off

		Address of Remote Location: 

		City / State: 

		Equipment / Services: 

		Manager's Comments: 








Sign-on Bonus Agreement 


A sign-on bonus in the amount of $__________ will be paid within thirty (30) days 
following your appointment start date. It will be processed as additional taxable 
compensation through the Payroll system with all applicable income taxes and FICA 
amounts deducted.  This will be paid in the form of a one-time lump sum payment. 


Clawback/Repayment 
For sign-on bonuses of $3,500.00 and up, should you voluntarily terminate your 
employment with USF prior to the completion of two years of service, you agree to 
reimburse USF for this payment according to the following rates and schedule: 


Separation from Employment Amount of Repayment 
< six months 100% of the net bonus amount 
< twelve months 75% of the net bonus amount 
< eighteen months 50% of the net bonus amount 
< twenty four months 25% of the net bonus amount 


The above amounts are subject to additional reimbursement of certain federal 
withholdings in accordance with USF’s standard payroll practices for repayments 
covering multiple calendar years, as applicable.  Reimbursement may be effected by 
deducting from final wages and/or eligible leave payouts following separation of 
employment, as appropriate. 


Candidate Name Candidate Signature Date 


Authorized Signer Name Authorized Signer Signature Date 


University of South Florida |  4202 E Fowler Avenue, | Tampa, FL 33620-4301 
 | 





		Date3_af_date: 

		Date4_af_date: 

		New Hire Name: 

		Hiring Authority Name: 

		Department name2: 

		Phone: XXX-XXX-XXXX

		Website: usf.edu/xxx

		amount: 








Dear Hiring Authority, 


Congratulations on a successful recruiting venture! You are now ready to prepare an offer letter 
for your new employee. This toolkit provides one template to be used for all employees. Here 
are some important steps to prepare your offer letter. 


Sincerely, 


Central Human Resources 


Offer Letter (2 pages) Sections of the page will populate based on drop 
down choices: 


1: Header section – Contains name, start date, address and Employee 
Type. Choosing the Employee Type will result in further dropdowns to 
choose from. This section contains a green reset button. 


2. Body - The paragraph text remains the same throughout all offer
letters.


3. Offer Details – This section will be different for different types of
employees. The rows in this section populate according to the
Employee Type chosen in the header.


4. Signature section- Hiring Authority and Supervisor must sign,
Conditions of Employment (1 page) – PAGE WILL BE BLANK UPON 
START. Content populates based on selection of employee type. 
Choose the green Reset button (on page 1) to start over. 


Flexible Work Agreement (1 page) – Complete if Employee intends to 
enter into FWA. See more details on the CHR’s Flexible Work 
Arrangements. 


Delete if not needed by clicking the delete button in the top right 
corner of the FWA page.    


Relocation Agreement (1 page) 
Sign-on Bonus (1 page) 


Delete if not needed by clicking the delete button in the top right 
corner of the page.    


When ready for signature, select the “Print Letter” button on page 1. 


Save as a PDF. 


Import to Docusign  for Signature Routing. 


This toolkit MUST be downloaded and opened in Adobe Acrobat  to function properly. It will NOT load 
correctly in a web browser.  


CENTRAL HUMAN RESOURCES 
University of South Florida | 4202 E Fowler Avenue | Tampa, FL 33620-4301 
813-974-2970 | usf.edu/hr



https://www.usf.edu/hr/employment-resources/employee-labor-relations/flexible-work-arrangements.aspx
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https://www.bing.com/ck/a?!&&p=33f320bd8869cff1JmltdHM9MTY5NTE2ODAwMCZpZ3VpZD0yZDFiMmRkMy05ZjRlLTY5NmMtM2YyMy0zY2RlOWVmMDY4NWUmaW5zaWQ9NTIwMQ&ptn=3&hsh=3&fclid=2d1b2dd3-9f4e-696c-3f23-3cde9ef0685e&psq=usf+docusign+instructions&u=a1aHR0cHM6Ly93d3cudXNmLmVkdS9zdHVkZW50LWFmZmFpcnMvc3R1ZGVudC1nb3Zlcm5tZW50L2RvY3VtZW50cy8ybmQtY29uc29saWRhdGVkLXRlcm0vZWxlY3Rpb25zL2RvY3VzaWduLWluc3RydWN0aW9ucy5wZGY&ntb=1
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https://usfedu.sharepoint.com/:b:/s/CPI/EXg1IgSHJRVJhE9OUQtEffQBVbbUirF0ETcZAWUNXpHP5g?e=eMl7Bw






Moving Allowance 


A comprehensive transition allowance in the amount of $__________ will be paid in lieu of 
relocation cost reimbursement and/or comprehensive payment of moving expenses. The 
allowance will be paid within thirty (30) days upon hire as a lump sum payment. It will be 
processed as additional taxable compensation through the Payroll system with all applicable 
income taxes and FICA amounts deducted. 


See IRS Publication 521 (IRS Forms & Publications) and USF procedures for additional 
information regarding qualified moving expenses. 


Clawback/Repayment 
Should you voluntarily terminate your employment with USF prior to the completion of two 
years of service after receiving a moving allowance greater than or equal to $3,500.00, you 
agree to reimburse USF for this payment according to the following rates and schedule: 


Separation from Employment Amount of Repayment 
< six months 100% of the net moving allowance stipend 
< twelve months 75% of the net moving allowance stipend 
< eighteen months 50% of the net moving allowance stipend 
< twenty four months 25% of the net moving allowance stipend 


The above amounts are subject to additional reimbursement of certain federal withholdings in 
accordance with USF’s standard payroll practices for repayments covering multiple calendar 
years, as applicable.  Reimbursement may be effected by deducting from final wages and/or 
eligible leave payouts following separation of employment, as appropriate. 


Candidate Name Candidate Signature Date 


Hiring Authority Name Hiring Authority Signature Date 


Faculty Professional labs, Libraries, Supplies and Equipment 
The transition allowance does not apply to special situations involving the establishment or 
relocation of professional labs, libraries, supplies and equipment of faculty and researchers. 
These are direct payments to vendors through normal USF Purchasing and USF Accounts 
Payable procedures. An authorized USF employee must approve the expenditure. The new 
faculty or staff member must provide a letter from their old institution releasing the material 
and/or equipment to USF, and the USF department must provide a letter accepting the materials 
and/or equipment to be moved. A list of equipment must be provided to UCO Asset 
Management for Property tagging. 


University of South Florida |  4202 E Fowler Avenue, | Tampa, FL 33620-4301 
 | 
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		Date3_af_date: 

		Date4_af_date: 

		New Hire Name: 

		Hiring Authority Name: 

		amount: 

		Department name2: 

		Phone: XXX-XXX-XXXX

		Website: usf.edu/xxx








CENTRAL HUMAN RESOURCES 
Terms and Conditions for Time-Limited Appointments 


1 
University of South Florida   2/24/2022 
4202 E Fowler Avenue, | Tampa, FL 33620-4301 
813-974-2970 | usf.edu/hr


As an employee appointed to a Staff position that has been designated as time-limited, the following terms and conditions apply: 


• At the completion of the designated probationary period for the class, you are entitled to earn regular status up to the end
date of your time-limited appointment: (1) if you receive an overall performance rating that is not substandard; or (2) by
default, in the absence of a performance evaluation.


• If the class to which you are appointed is covered by a collective bargaining agreement, you are entitled to the rights and
privileges specified in the agreement.


• If regular status is attained as described above, you are entitled to all rights and privileges associated with regular status up
to the end date of your time-limited appointment, with the exception of the following:


o Your employment may be terminated prior to your appointment end date due to the expiration, cancellation, reduction,
or reallocation of funding.


o If your employment is terminated prior to your appointment end date due to any of the above reasons, you are not
entitled to exercise rights outlined in the university’s procedures regarding layoff and reemployment.


• If your employment is terminated for any of the above reasons prior to your appointment end date, you are entitled to 14
days’ advance notice. Such termination is not for performance or disciplinary reasons; therefore, it will not reflect
negatively on your employment record with USF.


I understand and accept the terms and conditions outlined above for this time-limited appointment. 


Employee Name GEMS Employee ID # Position Title Position # 


Employee Signature Date 


Expiration Date of 
Funding Source 


Hiring Authority Name Hiring Authority Signature 


The original of this document must accompany the appointment package submitted to Central Human Resources.  The hiring 
authority and employee should retain a copy.  
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		Position: 

		Date: 

		Expiration Date of: 

		Hiring Authority Name: 
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	type: [Select]
	General: The University of South Florida is an equal opportunity employer. All employment decisions are made without regard to race, color, marital status, sex, religion, national origin, age, disability, sexual orientation, gender identity and expression, genetic information, or veteran’s status. Your appointment is subject to the Constitution and laws of the State of Florida and the United States, the rules, and regulations of the Florida Board of Governors (FBOG), and the regulations, rules, and policies of the USF Board of Trustees. You may review USF regulations, rules, and policies (https://www.usf.edu/regulations-policies/) on our website for further information.Reference/Background Check This offer is contingent upon the successful completion of satisfactory reference checks and a criminal history background check, consistent with USF policies.  Upon signing this letter, you will receive instructions on how to initiate your background check. If you do not initiate the background check in a timely manner or if the results have not been received before the above listed start date, then your start date will be revised. Please note, if the results of the background check and/or reference checks do not meet USF standards, this letter of offer may be revoked. You may review the USF Criminal History Background Check Policy #0-615 and Employment References Policy #0-616 for further information. Affordable Care Act On January 1, 2014, key parts of the Affordable Care Act (ACA) went into effect, and federal law requires employers to provide notices to all active employees regarding health insurance marketplace coverage options. The coverage offered through the Marketplace may not impact the benefits you may be eligible for through USF. However, the notice should be carefully read, as it provides some basic information about the Marketplace and employment-based health coverage offered by USF. You may review the Marketplace Notice (https://www.usf.edu/hr/documents/benefits/insurance/market-place-exchange-notice-2023.pdf) for further information. 
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	Annual: 
	Salary: 

	BW: 
	Note:  Biweekly Equivalent
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	General: USF EEO StatementThe University of South Florida is an equal opportunity employer. All employment decisions are made without regard to race, color, marital status, sex, religion, national origin, age, disability, sexual orientation, gender identity and expression, genetic information, or veteran’s status. USF Regulations & PoliciesYour appointment is subject to the Constitution and laws of the State of Florida and the United States, the rules, and regulations of the Florida Board of Governors (FBOG), and the regulations, rules, and policies of the USF Board of Trustees. You may review USF regulations, rules, and policies (https://www.usf.edu/regulations-policies/) on our website for further information.Reference/Background Check This offer is contingent upon the successful completion of satisfactory reference checks and a criminal history background check, consistent with USF policies.  Upon signing this letter, you will receive instructions on how to initiate your background check. If you do not initiate the background check in a timely manner or if the results have not been received before the above listed start date, then your start date will be revised. Please note, if the results of the background check and/or reference checks do not meet USF standards, this letter of offer may be revoked. You may review the USF Criminal History Background Check Policy #0-615 and Employment References Policy #0-616 for further information. Affordable Care Act On January 1, 2014, key parts of the Affordable Care Act (ACA) went into effect, and federal law requires employers to provide notices to all active employees regarding health insurance marketplace coverage options. The coverage offered through the Marketplace may not impact the benefits you may be eligible for through USF. However, the notice should be carefully read, as it provides some basic information about the Marketplace and employment-based health coverage offered by USF. You may review the Marketplace Notice (https://www.usf.edu/hr/documents/benefits/insurance/market-place-exchange-notice-2023.pdf) for further information. 
	Grant: Grant FundedEmployees on contracts or grants will receive salary increases equivalent to similar employees on state funding if such salary increases are permitted by the terms of the contract or grant, the rules of the funding agency, and adequate funds are available for this purpose in the contract or grant.Your appointment will continue unless you resign from USF or USF terminates your appointment.  This position is funded by non-recurring funds and is conditioned upon the continuation of those funds. This appointment is considered temporary and in the event funding is discontinued or reduced, this appointment may end sooner than the date specified in your offer letter or result in a reduction of your FTE (full time equivalency).  No other notice of termination will be provided.
	VAI: Visiting/Acting/Interim AppointmentsThis contract will end on the date specified in your offer letter without further notice (unless your appointment is otherwise terminated, canceled or extended as provided herein).
	Provisional: Provisional During your Provisional appointment you are expected to acquire the minimum qualifications for the position as outlined in the attached addendum.  The continuation of your employment is contingent upon this requirement.  Your appointment will continue unless you resign from USF or USF terminates your appointment.
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	Appointment/Position name: 
	COEGA: 
	IA: 
	9550: Your appointment is contingent upon you providing required documentation of employability. This offer may be contingent upon the successful completion of a satisfactory criminal history background check, consistent with USF policies. If applicable, upon signing this letter you will receive instructions on how to initiate your background check. If you do not initiate the background check in a timely manner or if the results have not been received before the above listed start date, then your start date will be revised. Please note, if the results of the background check does not meet USF standards, this letter of offer may be revoked. You may review the USF Criminal History Background Check Policy #0-615 (https://usf.app.box.com/v/usfpolicy0-615).The University of South Florida is an equal opportunity employer. All employment decisions are made without regard to race, color, marital status, sex, religion, national origin, age, disability, sexual orientation, gender identity and expression, genetic information, or veteran’s status. Your appointment is subject to the Constitution and laws of the State of Florida and the United States, the rules and regulations of the Florida Board of Governors (FBOG), and the regulations, rules and policies of the USF Board of Trustees.  You may review USF regulations, policies (http://regulationspolicies.usf.edu/regulations) and rules on our website for further information.Your appointment is subject the rules of the Florida Board of Education and USF, and the provisions of USF/Graduate Assistants United Collective Bargaining Agreement. All graduate assistants at USF work under a contract negotiated by Graduate Assistants United (GAU) and the USF Board of Trustees.  GAU is the labor Union certified as the exclusive bargaining agent for the Graduate Assistants at USF.As a Graduate Instructional Assistant you will be required to be an active graduate degree-seeking student, maintain good academic standing (minimum 3.0 GPA or minimum GPA required by your program) and maintain full time enrollment during each semester in which you are appointed. Full-time enrollment is a minimum of 9 graduate course hours in the fall semester, 9 graduate course hours in the spring semester, and 6 graduate course hours in the summer semester, or more depending on the requirements of your program. You will be expected to perform satisfactorily the assigned duties of the position, which shall be given to you by your immediate supervisor. Your supervisor may or may not be the same person as your academic advisor or committee chair. No department or USF representative may make a binding agreement to reappoint you for longer than the term of this contract. Research grants, advisor’s promises, and departmental agreements are not binding.  Please note that you may be required to work during Spring Break, Holidays, etc.  Check with your supervisor regarding required work schedules for your department.  You are entitled to access your official evaluation file, which will be located in Central Human Resources.If you are appointed for at least .25 FTE (10 hours per week), you are eligible for, but not guaranteed, a tuition payment. Check Oasis as you are responsible for student fees. To be eligible for a tuition payment, you must work the minimum number of required hours during each semester in which you receive a tuition payment: fall=150 hours, spring=150 hours, and summer=100 hours. You will be notified in a timely manner whether you will receive tuition payment under the USF tuition payment program.  The balance of the charges will be your responsibility. Tuition payments will be revoked for failure to: work the minimum number of required hours per semester, maintain .25 FTE, uphold good academic standing, and/or dropping below 9 credit hours of graduate course enrollment (for summer: dropping below 6 credit hours of graduate course enrollment.)  Tuition payment is considered a resource in the awarding of need-based financial aid. Any changes made in employment and enrollment must be reported to your program and hiring department.If you will be working at least 10 hours per week (.25 FTE) in the 9550 job code, you may be eligible to receive a GA Health Insurance Subsidy to help pay part of the premium for USF Student Health Insurance. Visit the Graduate School website at GA Handbook (https://www.usf.edu/graduate-studies/funding/graduate-assistantships-resource-center/graduate-assistant-handbook.aspx) for information on how to sign up before the deadline. You will also be sent pertinent information about health insurance via email. Graduate Assistants may be appointed up to a maximum of 0.50 FTE for a single assistantship. Programs who desire to appoint a Graduate Student, in any classification, more than 0.50 FTE up to 0.73 FTE, for single or multiple appointments, must submit justification to the Office of Graduate Studies for approval. Students hired in non‐GA positions on campus must also not exceed 0.73 FTE for the combined position and assistantship appointments.On January 1, 2014, key parts of the Affordable Care Act (ACA) went into effect, and federal law requires employers to provide notices to all active employees regarding health insurance marketplace coverage options. The coverage offered through the Marketplace may not impact the benefits you may be eligible for through USF. However, the notice should be carefully read, as it provides some basic information about the Marketplace and employment-based health coverage offered by USF. You may review the Marketplace Notice (http://www.usf.edu/hr/documents/benefits/insurance/market-place-exchange-notice-2020.pdf) for further information.It is your obligation to report outside activity and conflict of interest under the provisions of Article 7: Outside Activity/Conflict of Interest of the USF-UFF/GAU Collective Bargaining Agreement (http://www.usf.edu/hr/documents/employment-resources/employee-labor-relations/gau-agreement-2017-2020.pdf).Special Conditions of Employment:• Graduate Assistants responsible for supporting direct or indirect student instruction must complete either TA Training or Preparing for College Teaching before their first GA semester. These courses are offered through the Academy for Teaching and Learning Excellence (ATLE) or through approved department programs. For more details and registration, please visit the Teaching and Learning Excellence website (http://www.usf.edu/atle/events/ta-training.aspx). • If the appointee is a non-resident alien from a country in which English is not the primary language, appointment to the 9550 job code REQUIRES that a minimum score of 26 on the speaking portion of the internet-administered TOEFL iBT or a 160 on the speaking portion of the TOEIC IS ON FILE WITH THE GRADUATE SCHOOL. ITAs who fail to meet these requirements cannot be assigned TA positions whose primary responsibility is course development and instruction (i.e., 9183/9184 job codes). However, these students can be assigned as Graduate Instructional Assistants (9550 job code), and their assignment should have them performing duties that assist the instructor of record. To be eligible for a 9550 position, the student must achieve a 20 to 25 on the speaking portion of the TOEFL iBT, a 110 to 150 on the speaking section of the TOEIC, or a minimum of 6.5 on the speaking portion of the IELTS. These students must enroll in the International TA (ITA) Training course in their first semester while serving in the 9550 job code. Satisfactory completion of the ITA Training course is necessary for continued employment. For more details on ITA training, see the International Students Handbook (http://www.grad.usf.edu/GA_Handbook.php) on the Office of Graduate Studies website.  • Students in the 9550 job code cannot be listed as “instructor of record” but can assist faculty members with lab teaching and/or recitations, assignment development, assisting faculty with the use of Canvas and other activities supporting direct or indirect student instruction. A detailed description of the acceptable duties in the 9550 job code may be found on the Graduate School website in the GA Handbook (http://www.grad.usf.edu/GA_Handbook.php).  • The duration of this appointment is contingent upon the scheduled course section/s in which this appointment is assisting.  This appointment can be terminated early if related scheduled course sections are cancelled.

	TA: 
	9183: Your appointment is contingent upon you providing required documentation of employability. This offer may be contingent upon the successful completion of a satisfactory criminal history background check, consistent with USF policies. If applicable, upon signing this letter you will receive instructions on how to initiate your background check. If you do not initiate the background check in a timely manner or if the results have not been received before the above listed start date, then your start date will be revised. Please note, if the results of the background check does not meet USF standards, this letter of offer may be revoked. You may review the USF Criminal History Background Check Policy #0-615 (https://usf.app.box.com/v/usfpolicy0-615).The University of South Florida is an equal opportunity employer. All employment decisions are made without regard to race, color, marital status, sex, religion, national origin, age, disability, sexual orientation, gender identity and expression, genetic information, or veteran’s status. Your appointment is subject to the Constitution and laws of the State of Florida and the United States, the rules and regulations of the Florida Board of Governors (FBOG), and the regulations, rules and policies of the USF Board of Trustees.  You may review USF regulations, policies (http://regulationspolicies.usf.edu/regulations) and rules on our website for further information.Your appointment is subject the rules of the Florida Board of Education and USF, and the provisions of USF/Graduate Assistants United Collective Bargaining Agreement. All graduate assistants at USF work under a contract negotiated by Graduate Assistants United (GAU) and the USF Board of Trustees.  GAU is the labor Union certified as the exclusive bargaining agent for the Graduate Assistants at USF.As a Graduate Teaching Associate you will be required to be an active graduate degree seeking student, maintain good academic standing (minimum 3.0 GPA or minimum GPA required by your program) and maintain full time enrollment during each semester in which you are appointed.  Full-time enrollment is a minimum of 9 graduate course hours in the fall semester, 9 graduate course hours in the spring semester, and 6 graduate course hours in the summer semester, or more depending on the requirements of your program.  You will be expected to perform satisfactorily the assigned duties of the position, which shall be given to you by your immediate supervisor.  Your supervisor may or may not be the same person as your academic advisor or committee chair. No department or USF representative may make a binding agreement to reappoint you for longer than the term of this contract. Research grants, advisor’s promises, and departmental agreements are not binding.  Please note that you may be required to work during Spring Break, Holidays, etc.  Check with your supervisor regarding required work schedules for your department.  You are entitled to access your official evaluation file, which will be located in Central Human Resources.If you are appointed for at least .25 FTE (10 hours per week), you are eligible for, but not guaranteed, a tuition payment. Check Oasis as you are responsible for student fees. To be eligible for a tuition payment, you must work the minimum number of required hours during each semester in which you receive a tuition payment: fall=150 hours, spring=150 hours, and summer=100 hours. You will be notified in a timely manner whether you will receive tuition payment under the USF tuition payment program.  The balance of the charges will be your responsibility. Tuition payments will be revoked for failure to: work the minimum number of required hours per semester, maintain .25 FTE, uphold good academic standing, and/or dropping below 9 credit hours of graduate course enrollment (for summer: dropping below 6 credit hours of graduate course enrollment.)  Tuition payment is considered a resource in the awarding of need-based financial aid. Any changes made in employment and enrollment must be reported to your program and hiring department.If you will be working at least 10 hours per week (.25 FTE) in the 9183 job code, you may be eligible to receive a GA Health Insurance Subsidy to help pay part of the premium for USF Student Health Insurance. Visit the Graduate School website at GA Handbook (https://www.usf.edu/graduate-studies/funding/graduate-assistantships-resource-center/graduate-assistant-handbook.aspx) for information on how to sign up before the deadline. You will also be sent pertinent information about health insurance via email. Graduate Assistants may be appointed up to a maximum of 0.50 FTE for a single assistantship. Programs who desire to appoint a Graduate Student, in any classification, more than 0.50 FTE up to 0.73 FTE, for single or multiple appointments, must submit justification to the Office of Graduate Studies for approval. Students hired in non‐GA positions on campus must also not exceed 0.73 FTE for the combined position and assistantship appointments.On January 1, 2014, key parts of the Affordable Care Act (ACA) went into effect, and federal law requires employers to provide notices to all active employees regarding health insurance marketplace coverage options. The coverage offered through the Marketplace may not impact the benefits you may be eligible for through USF. However, the notice should be carefully read, as it provides some basic information about the Marketplace and employment-based health coverage offered by USF. You may review the Marketplace Notice (http://www.usf.edu/hr/documents/benefits/insurance/market-place-exchange-notice-2020.pdf) for further information.It is your obligation to report outside activity and conflict of interest under the provisions of Article 7: Outside Activity/Conflict of Interest of the USF-UFF/GAU Collective Bargaining Agreement (http://www.usf.edu/hr/documents/employment-resources/employee-labor-relations/gau-agreement-2017-2020.pdf).Special Conditions of Employment:• For Graduate Assistants responsible for teaching must complete either TA Training or Preparing for College Teaching before their first semester of teaching. These courses are offered through the Academy for Teaching and Learning Excellence (ATLE) or through approved department programs. For more de-tails and registration, please visit the Teaching and Learning Excellence website (http://www.usf.edu/atle/events/ta-training.aspx). • If the appointee is a non-resident alien from a country in which English is not the primary language, appointment to the 9183 job code REQUIRES that an iBT speaking score of at least 26, a TOEIC speaking sub-score of 160 or evidence of having successfully completed the International Teaching Assistant’s course at USF, IS ON FILE WITH THE GRADUATE SCHOOL BEFORE the appointment can be made. • Students in the 9183 job code either assist as a TA in a graduate level course or are listed as the “instructor of record” in an undergraduate course. If listed as the instructor of record, the student must have a CV on file with the Division of Human Resources. A detailed description of the acceptable duties in the 9183 job code may be found on the Graduate School website in the GA Handbook (http://www.grad.usf.edu/GA_Handbook.php). • The duration of this appointment is contingent upon the scheduled course section/s in which this appointment is assisting. This appointment can be terminated early if related scheduled course sections are cancelled.
	9184: Your appointment is contingent upon you providing required documentation of employability. This offer may be contingent upon the successful completion of a satisfactory criminal history background check, consistent with USF policies. If applicable, upon signing this letter you will receive instructions on how to initiate your background check. If you do not initiate the background check in a timely manner or if the results have not been received before the above listed start date, then your start date will be revised. Please note, if the results of the background check does not meet USF standards, this letter of offer may be revoked. You may review the USF Criminal History Background Check Policy #0-615 (https://usf.app.box.com/v/usfpolicy0-615).The University of South Florida is an equal opportunity employer. All employment decisions are made without regard to race, color, marital status, sex, religion, national origin, age, disability, sexual orientation, gender identity and expression, genetic information, or veteran’s status. Your appointment is subject to the Constitution and laws of the State of Florida and the United States, the rules and regulations of the Florida Board of Governors (FBOG), and the regulations, rules and policies of the USF Board of Trustees.  You may review USF regulations, policies (http://regulationspolicies.usf.edu/regulations) and rules on our website for further information.Your appointment is subject the rules of the Florida Board of Education and USF, and the provisions of USF/Graduate Assistants United Collective Bargaining Agreement. All graduate assistants at USF work under a contract negotiated by Graduate Assistants United (GAU) and the USF Board of Trustees.  GAU is the labor Union certified as the exclusive bargaining agent for the Graduate Assistants at USF.As a Graduate Teaching Assistant you will be required to be an active graduate degree seeking student, maintain good academic standing (minimum 3.0 GPA or minimum GPA required by your program) and maintain full time enrollment during each semester in which you are appointed.  Full-time enrollment is a minimum of 9 graduate course hours in the fall semester, 9 graduate course hours in the spring semester, and 6 graduate course hours in the summer semester, or more depending on the requirements of your program.  You will be expected to perform satisfactorily the assigned duties of the position, which shall be given to you by your immediate supervisor.  Your supervisor may or may not be the same person as your academic advisor or committee chair. No department or USF representative may make a binding agreement to reappoint you for longer than the term of this contract. Research grants, advisor’s promises, and departmental agreements are not binding.  Please note that you may be required to work during Spring Break, Holidays, etc.  Check with your supervisor regarding required work schedules for your department.  You are entitled to access your official evaluation file, which will be located in the Central Human Resources.If you are appointed for at least .25 FTE (10 hours per week), you are eligible for, but not guaranteed, a tuition payment. Check Oasis as you are responsible for student fees. To be eligible for a tuition payment, you must work the minimum number of required hours during each semester in which you receive a tuition payment: fall=150 hours, spring=150 hours, and summer=100 hours. You will be notified in a timely manner whether you will receive tuition payment under the USF tuition payment program.  The balance of the charges will be your responsibility. Tuition payments will be revoked for failure to: work the minimum number of required hours per semester, maintain .25 FTE, uphold good academic standing, and/or dropping below 9 credit hours of graduate course enrollment (for summer: dropping below 6 credit hours of graduate course enrollment.)  Tuition payment is considered a resource in the awarding of need-based financial aid. Any changes made in employment and enrollment must be reported to your program and hiring department.If you will be working at least 10 hours per week (.25 FTE) in the 9184 job code, you may be eligible to receive a GA Health Insurance Subsidy to help pay part of the premium for USF Student Health Insurance. Visit the Graduate School website at GA Handbook (https://www.usf.edu/graduate-studies/funding/graduate-assistantships-resource-center/graduate-assistant-handbook.aspx) for information on how to sign up before the deadline. You will also be sent pertinent information about health insurance via email. Graduate Assistants may be appointed up to a maximum of 0.50 FTE for a single assistantship. Programs who desire to appoint a Graduate Student, in any classification, more than 0.50 FTE up to 0.73 FTE, for single or multiple appointments, must submit justification to the Office of Graduate Studies for approval. Students hired in non‐GA positions on campus must also not exceed 0.73 FTE for the combined position and assistantship appointments.On January 1, 2014, key parts of the Affordable Care Act (ACA) went into effect, and federal law requires employers to provide notices to all active employees regarding health insurance marketplace coverage options. The coverage offered through the Marketplace may not impact the benefits you may be eligible for through USF. However, the notice should be carefully read, as it provides some basic information about the Marketplace and employment-based health coverage offered by USF. You may review the Marketplace Notice (http://www.usf.edu/hr/documents/benefits/insurance/market-place-exchange-notice-2020.pdf) for further information.It is your obligation to report outside activity and conflict of interest under the provisions of Article 7: Outside Activity/Conflict of Interest of the USF-UFF/GAU Collective Bargaining Agreement (http://www.usf.edu/hr/documents/employment-resources/employee-labor-relations/gau-agreement-2017-2020.pdf).Special Conditions of Employment:•For Graduate Assistants responsible for teaching must complete either TA Training or Preparing for College Teaching before their first semester of teaching. These courses are offered through the Academy for Teaching and Learning Excellence (ATLE) or through approved department programs. For more de-tails and registration, please visit the Teaching and Learning Excellence website (http://www.usf.edu/atle/events/ta-training.aspx). •If the appointee is a non-resident alien from a country in which English is not the primary language, appointment to the 9184 job code REQUIRES that an iBT speaking score of at least 26, a TOEIC speaking sub-score of 160 or evidence of having successfully completed the International Teaching Assistant’s course at USF, IS ON FILE WITH THE GRADUATE SCHOOL BEFORE the appointment can be made. •Students in the 9184 job code either assist as a TA in a graduate level course or are listed as the “instructor of record” in an undergraduate course. If listed as the instructor of record, the student must have a CV on file with the Division of Human Resources. A detailed description of the acceptable duties in the 9184 job code may be found on the Graduate School website in the GA Handbook (http://www.grad.usf.edu/GA_Handbook.php). •The duration of this appointment is contingent upon the scheduled course section/s in which this appointment is assisting. This appointment can be terminated early if related scheduled course sections are cancelled.

	GA: 
	9185: Your appointment is contingent upon you providing required documentation of employability. This offer may be contingent upon the successful completion of a satisfactory criminal history background check, consistent with USF policies. If applicable, upon signing this letter you will receive instructions on how to initiate your background check. If you do not initiate the background check in a timely manner or if the results have not been received before the above listed start date, then your start date will be revised. Please note, if the results of the background check does not meet USF standards, this letter of offer may be revoked. You may review the USF Criminal History Background Check Policy #0-615 (https://usf.app.box.com/v/usfpolicy0-615).The University of South Florida is an equal opportunity employer. All employment decisions are made without regard to race, color, marital status, sex, religion, national origin, age, disability, sexual orientation, gender identity and expression, genetic information, or veteran’s status. Your appointment is subject to the Constitution and laws of the State of Florida and the United States, the rules and regulations of the Florida Board of Governors (FBOG), and the regulations, rules and policies of the USF Board of Trustees.  You may review USF regulations, policies (http://regulationspolicies.usf.edu/regulations) and rules on our website for further information.Your appointment is subject the rules of the Florida Board of Education and USF, and the provisions of USF/Graduate Assistants United Collective Bargaining Agreement. All graduate assistants at USF work under a contract negotiated by Graduate Assistants United (GAU) and the USF Board of Trustees.  GAU is the labor Union certified as the exclusive bargaining agent for the Graduate Assistants at USF.As a Graduate Assistant you will be required to be an active graduate degree seeking student, maintain good academic standing minimum 3.0 GPA or minimum GPA required by your program) and maintain full time enrollment during each semester in which you are appointed.  Full-time enrollment is a minimum of 9 graduate course hours in the fall semester, 9 graduate course hours in the spring semester, and 6 graduate course hours in the summer semester, or more depending on the requirements of your program.  You will be expected to perform satisfactorily the assigned duties of the position, which shall be given to you by your immediate supervisor. Your supervisor may or may not be the same person as your academic advisor or committee chair. No department or USF representative may make a binding agreement to reappoint you for longer than the term of this contract. Research grants, advisor’s promises, and departmental agreements are not binding.  Please note that you may be required to work during Spring Break, Holidays, etc.  Check with your supervisor regarding required work schedules for your department.  You are entitled to access your official evaluation file, which will be located in Central Human Resources.If you are appointed for at least .25 FTE (10 hours per week), you are eligible for, but not guaranteed, a tuition payment. Check Oasis as you are responsible for student fees. To be eligible for a tuition payment, you must work the minimum number of required hours during each semester in which you receive a tuition payment: fall=150 hours, spring=150 hours, and summer=100 hours. You will be notified in a timely manner whether you will receive tuition payment under the USF tuition payment program.  The balance of the charges will be your responsibility. Tuition payments will be revoked for failure to: work the minimum number of required hours per semester, maintain .25 FTE, uphold good academic standing, and/or dropping below 9 credit hours of graduate course enrollment (for summer: dropping below 6 credit hours of graduate course enrollment.)  Tuition payment is considered a resource in the awarding of need-based financial aid. Any changes made in employment and enrollment must be reported to your program and hiring department.If you will be working at least 10 hours per week (.25 FTE) in the 9185 job code, you may be eligible to receive a GA Health Insurance Subsidy to help pay part of the premium for USF Student Health Insurance. Visit the Graduate School website at GA Handbook (https://www.usf.edu/graduate-studies/funding/graduate-assistantships-resource-center/graduate-assistant-handbook.aspx) for information on how to sign up before the deadline. You will also be sent pertinent information about health insurance via email. Graduate Assistants may be appointed up to a maximum of 0.50 FTE for a single assistantship. Programs who desire to appoint a Graduate Student, in any classification, more than 0.50 FTE up to 0.73 FTE, for single or multiple appointments, must submit justification to the Office of Graduate Studies for approval. Students hired in non‐GA positions on campus must also not exceed 0.73 FTE for the combined position and assistantship appointments.On January 1, 2014, key parts of the Affordable Care Act (ACA) went into effect, and federal law requires employers to provide notices to all active employees regarding health insurance marketplace coverage options. The coverage offered through the Marketplace may not impact the benefits you may be eligible for through USF. However, the notice should be carefully read, as it provides some basic information about the Marketplace and employment-based health coverage offered by USF. You may review the Marketplace Notice (http://www.usf.edu/hr/documents/benefits/insurance/market-place-exchange-notice-2020.pdf) for further information.It is your obligation to report outside activity and conflict of interest under the provisions of Article 7: Outside Activity/Conflict of Interest of the USF-UFF/GAU Collective Bargaining Agreement (http://www.usf.edu/hr/documents/employment-resources/employee-labor-relations/gau-agreement-2017-2020.pdf).Special Conditions of Employment:• For Graduate Assistants conducting research, please refer to USF Regulation 12.003 regarding Inventions and Works (http://regulationspolicies.usf.edu/regulations/pdfs/regulation-usf12.003.pdf).• If the appointee is a non-resident alien from a country in which English is not the primary language, appointment to the 9185 job code does not require an iBT speaking score or a TOEIC speaking sub score. As such, the duties of the 9185 job code prohibit direct contact with the students in a classroom or laboratory setting.  • The duration of this appointment is contingent upon the need for the duties in which this appointment is assisting. This appointment can be terminated early if the GA responsibilities are no longer needed or the project is completed.

	RESEARCH: 
	9182: Your appointment is contingent upon you providing required documentation of employability. This offer may be contingent upon the successful completion of a satisfactory criminal history background check, consistent with USF policies. If applicable, upon signing this letter you will receive instructions on how to initiate your background check. If you do not initiate the background check in a timely manner or if the results have not been received before the above listed start date, then your start date will be revised. Please note, if the results of the background check does not meet USF standards, this letter of offer may be revoked. You may review the USF Criminal History Background Check Policy #0-615 (https://usf.app.box.com/v/usfpolicy0-615).The University of South Florida is an equal opportunity employer. All employment decisions are made without regard to race, color, marital status, sex, religion, national origin, age, disability, sexual orientation, gender identity and expression, genetic information, or veteran’s status. Your appointment is subject to the Constitution and laws of the State of Florida and the United States, the rules and regulations of the Florida Board of Governors (FBOG), and the regulations, rules and policies of the USF Board of Trustees.  You may review USF regulations, policies (http://regulationspolicies.usf.edu/regulations) and rules on our website for further information. Your appointment is subject the rules of the Florida Board of Education and USF, and the provisions of USF/Graduate Assistants United Collective Bargaining Agreement. All graduate assistants at USF work under a contract negotiated by Graduate Assistants United (GAU) and the USF Board of Trustees.  GAU is the labor Union certified as the exclusive bargaining agent for the Graduate Assistants at USF.As a Graduate Research Assistant you will be required to be an active graduate degree seeking student, maintain good academic standing (minimum 3.0 GPA or minimum GPA required by your program) and maintain full time enrollment during each semester in which you are appointed.  Full-time enrollment is a minimum of 9 graduate course hours in the fall semester, 9 graduate course hours in the spring semester, and 6 graduate course hours in the summer semester, or more depending on the requirements of your program.  You will be expected to perform satisfactorily the assigned duties of the position, which shall be given to you by your immediate supervisor.  Your supervisor may or may not be the same person as your academic advisor or committee chair.  No department or USF representative may make a binding agreement to reappoint you for longer than the term of this contract.  Research grants, advisor’s promises, and departmental agreements are not binding.  Please note that you may be required to work during Spring Break, Holidays, etc.  Check with your supervisor regarding required work schedules for your department.  You are entitled to access your official evaluation file, which will be located in Central Human Resources.If you are appointed for at least .25 FTE (10 hours per week), you are eligible for, but not guaranteed, a tuition payment.  Check Oasis as you are responsible for student fees.  To be eligible for a tuition payment, you must work the minimum number of required hours during each semester in which you receive a tuition payment: fall=150 hours, spring=150 hours, and summer=100 hours.  You will be notified in a timely manner whether you will receive tuition payment under the USF tuition payment program.  The balance of the charges will be your responsibility.  Tuition payments will be revoked for failure to: work the minimum number of required hours per semester, maintain .25 FTE, uphold good academic standing, and/or dropping below 9 credit hours of graduate course enrollment (for summer: dropping below 6 credit hours of graduate course enrollment.)  Tuition payment is considered a resource in the awarding of need-based financial aid.  Any changes made in employment and enrollment must be reported to your program and hiring department.If you will be working at least 10 hours per week (.25 FTE) in the 9182 job code, you may be eligible to receive a GA Health Insurance Subsidy to help pay part of the premium for USF Student Health Insurance. Visit the Graduate School website at GA Handbook (https://www.usf.edu/graduate-studies/funding/graduate-assistantships-resource-center/graduate-assistant-handbook.aspx) for information on how to sign up before the deadline.  You will also be sent pertinent information about health insurance via email. Graduate Assistants may be appointed up to a maximum of 0.50 FTE for a single assistantship. Programs who desire to appoint a Graduate Student, in any classification, more than 0.50 FTE up to 0.73 FTE, for single or multiple appointments, must submit justification to the Office of Graduate Studies for approval. Students hired in non‐GA positions on campus must also not exceed 0.73 FTE for the combined position and assistantship appointments.On January 1, 2014, key parts of the Affordable Care Act (ACA) went into effect, and federal law requires employers to provide notices to all active employees regarding health insurance marketplace coverage options. The coverage offered through the Marketplace may not impact the benefits you may be eligible for through USF. However, the notice should be carefully read, as it provides some basic information about the Marketplace and employment-based health coverage offered by USF. You may review the Marketplace Notice (http://www.usf.edu/hr/documents/benefits/insurance/market-place-exchange-notice-2020.pdf) for further information.It is your obligation to report outside activity and conflict of interest under the provisions of Article 7: Outside Activity/Conflict of Interest of the USF-UFF/GAU Collective Bargaining Agreement (http://www.usf.edu/hr/documents/employment-resources/employee-labor-relations/gau-agreement-2017-2020.pdf).Special Conditions of Employment:• For Graduate Assistants conducting research, please refer to USF Regulation 12.003 regarding Inventions and Works (http://regulationspolicies.usf.edu/regulations/pdfs/regulation-usf12.003.pdf).• If the appointee is a non-resident alien from a country in which English is not the primary language, appointment to the 9182 job code does not require an iBT speaking score or a TOEIC speaking sub-score. However, the duties of the 9182 job code prohibit direct contact with the students in a classroom or laboratory setting.  Duties of the 9182 job code must be research-based. • The duration of this appointment is contingent upon the research activities and/or research grant funding in which this appointment is assisting.  This appointment can be terminated early if these research activities are no longer needed or funded.
	9181: Your appointment is contingent upon you providing required documentation of employability. This offer may be contingent upon the successful completion of a satisfactory criminal history background check, consistent with USF policies. If applicable, upon signing this letter you will receive instructions on how to initiate your background check. If you do not initiate the background check in a timely manner or if the results have not been received before the above listed start date, then your start date will be revised. Please note, if the results of the background check does not meet USF standards, this letter of offer may be revoked. You may review the USF Criminal History Background Check Policy #0-615 (https://usf.app.box.com/v/usfpolicy0-615).The University of South Florida is an equal opportunity employer. All employment decisions are made without regard to race, color, marital status, sex, religion, national origin, age, disability, sexual orientation, gender identity and expression, genetic information, or veteran’s status. Your appointment is subject to the Constitution and laws of the State of Florida and the United States, the rules and regulations of the Florida Board of Governors (FBOG), and the regulations, rules and policies of the USF Board of Trustees.  You may review USF regulations, policies (http://regulationspolicies.usf.edu/regulations) and rules on our website for further information. Your appointment is subject the rules of the Florida Board of Education and USF, and the provisions of USF/Graduate Assistants United Collective Bargaining Agreement. All graduate assistants at USF work under a contract negotiated by Graduate Assistants United (GAU) and the USF Board of Trustees.  GAU is the labor Union certified as the exclusive bargaining agent for the Graduate Assistants at USF.As a Graduate Research Associate  you will be required to be an active graduate degree seeking student, maintain good academic standing (minimum 3.0 GPA or minimum GPA required by your program) and maintain full time enrollment during each semester in which you are appointed.  Full-time enrollment is a minimum of 9 graduate course hours in the fall semester, 9 graduate course hours in the spring semester, and 6 graduate course hours in the summer semester, or more depending on the requirements of your program.  You will be expected to perform satisfactorily the assigned duties of the position, which shall be given to you by your immediate supervisor.  Your supervisor may or may not be the same person as your academic advisor or committee chair.  No department or USF representative may make a binding agreement to reappoint you for longer than the term of this contract.  Research grants, advisor’s promises, and departmental agreements are not binding.  Please note that you may be required to work during Spring Break, Holidays, etc.  Check with your supervisor regarding required work schedules for your department.  You are entitled to access your official evaluation file, which will be located in Central Human Resources.If you are appointed for at least .25 FTE (10 hours per week), you are eligible for, but not guaranteed, a tuition payment.  Check Oasis as you are responsible for student fees.  To be eligible for a tuition payment, you must work the minimum number of required hours during each semester in which you receive a tuition payment: fall=150 hours, spring=150 hours, and summer=100 hours.  You will be notified in a timely manner whether you will receive tuition payment under the USF tuition payment program.  The balance of the charges will be your responsibility.  Tuition payments will be revoked for failure to: work the minimum number of required hours per semester, maintain .25 FTE, uphold good academic standing, and/or dropping below 9 credit hours of graduate course enrollment (for summer: dropping below 6 credit hours of graduate course enrollment.)  Tuition payment is considered a resource in the awarding of need-based financial aid.  Any changes made in employment and enrollment must be reported to your program and hiring department.If you will be working at least 10 hours per week (.25 FTE) in the 9181 job code, you may be eligible to receive a GA Health Insurance Subsidy to help pay part of the premium for USF Student Health Insurance. Visit the Graduate School website at GA Handbook (https://www.usf.edu/graduate-studies/funding/graduate-assistantships-resource-center/graduate-assistant-handbook.aspx) for information on how to sign up before the deadline.  You will also be sent pertinent information about health insurance via email. Graduate Assistants may be appointed up to a maximum of 0.50 FTE for a single assistantship. Programs who desire to appoint a Graduate Student, in any classification, more than 0.50 FTE up to 0.73 FTE, for single or multiple appointments, must submit justification to the Office of Graduate Studies for approval. Students hired in non‐GA positions on campus must also not exceed 0.73 FTE for the combined position and assistantship appointments.On January 1, 2014, key parts of the Affordable Care Act (ACA) went into effect, and federal law requires employers to provide notices to all active employees regarding health insurance marketplace coverage options. The coverage offered through the Marketplace may not impact the benefits you may be eligible for through USF. However, the notice should be carefully read, as it provides some basic information about the Marketplace and employment-based health coverage offered by USF. You may review the Marketplace Notice (http://www.usf.edu/hr/documents/benefits/insurance/market-place-exchange-notice-2020.pdf) for further information.It is your obligation to report outside activity and conflict of interest under the provisions of Article 7: Outside Activity/Conflict of Interest of the USF-UFF/GAU Collective Bargaining Agreement (http://www.usf.edu/hr/documents/employment-resources/employee-labor-relations/gau-agreement-2017-2020.pdf).Special Conditions of Employment:• For Graduate Assistants conducting research, please refer to USF Regulation 12.003 regarding Inventions and Works (http://regulationspolicies.usf.edu/regulations/pdfs/regulation-usf12.003.pdf).• If the appointee is a non-resident alien from a country in which English is not the primary language, appointment to the 9181 job code does not require an iBT speaking score or a TOEIC speaking sub-score. However, the duties of the 9181 job code prohibit direct contact with the students in a classroom or laboratory setting.  Duties of the 9181 job code must be research-based. • The duration of this appointment is contingent upon the research activities and/or research grant funding in which this appointment is assisting.  This appointment can be terminated early if these research activities are no longer needed or funded.


	fws: Please note that no further notice of your termination will be provided. Federal Work Study employment 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. Background CheckThis offer may be contingent upon the successful completion of a satisfactory criminal history background check, consistent with USF policies. If applicable, upon signing this letter you will receive instructions on how to initiate your background check. If you do not initiate the background check in a timely manner or if the results have not been received before the above listed start date, then your start date will be revised. Please note, if the results of the background check does not meet USF standards, this letter of offer may be revoked. You may review the USF Criminal History Background Check Policy #0-615 (https://usf.app.box.com/v/usfpolicy0-615)  USF EEO StatementThe University of South Florida is an equal opportunity employer. All employment decisions are made without regard to race, color, marital status, sex, religion, national origin, age, disability, sexual orientation, gender identity and expression, genetic information, or veteran’s status.USF Regulations & PoliciesYour appointment is subject to the Constitution and laws of the State of Florida and the United States, the rules and regulations of the Florida Board of Governors (FBOG), and the regulations, rules and policies of the USF Board of Trustees.  You may review USF regulations, policies (http://regulationspolicies.usf.edu/regulations) and rules on our website for further information.Affordable Care ActOn January 1, 2014, key parts of the Affordable Care Act (ACA) went into effect, and federal law requires employers to provide notices to all active employees regarding health insurance marketplace coverage options. The coverage offered through the Marketplace may not impact the benefits you may be eligible for through USF.  However, the notice should be carefully read, as it provides some basic information about the Marketplace and employment-based health coverage offered by USF.  You may review the Marketplace Notice (https://www.usf.edu/hr/documents/benefits/insurance/market-place-exchange-notice-2023.pdf) for further information.
	RA: This appointment 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 may be modified at any time. Background CheckThis offer may be contingent upon the successful completion of a satisfactory criminal history background check, consistent with USF policies. If applicable, upon signing this letter, you will receive instructions on how to initiate your background check.  If you do not initiate the background check in a timely manner or if the results have not been received before the above listed start date, then your start date will be revised.  Please note, if the results of the background check does not meet USF standards, this letter of offer may be revoked.  You may review the USF Criminal History Background Check Policy #0-615 (https://usf.app.box.com/v/usfpolicy0-615).USF EEO Statement The University of South Florida is an equal opportunity employer. All employment decisions are made without regard to race, color, marital status, sex, religion, national origin, age, disability, sexual orientation, gender identity and expression, genetic information, or veteran’s status. USF Regulations & PoliciesYour appointment is subject to the Constitution and laws of the State of Florida and the United States, the rules and regulations of the Florida Board of Governors (FBOG), and the regulations, rules and policies of the USF Board of Trustees.  You may review USF regulations, policies (http://regulationspolicies.usf.edu/regulations) and rules on our website for further information.Affordable Care ActOn January 1, 2014, key parts of the Affordable Care Act (ACA) went into effect, and federal law requires employers to provide notices to all active employees regarding health insurance marketplace coverage options. The coverage offered through the Marketplace may not impact the benefits you may be eligible for through USF.  However, the notice should be carefully read, as it provides some basic information about the Marketplace and employment-based health coverage offered by USF.  You may review the Marketplace Notice (http://www.usf.edu/hr/documents/benefits/insurance/market-place-exchange-notice-2020.pdf) for further information.
	Transcript: Please arrange for three official transcripts for all graduate coursework completed and certifying the highest level of degree to be sent to                                                               by                                 .  Final appointment is subject to verification of your credentials.
	Student: 
	nonstudent: This appointment 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. Background CheckThis offer may be contingent upon the successful completion of a satisfactory criminal history background check, consistent with USF policies. If applicable, upon signing this letter, you will receive instructions on how to initiate your background check. If you do not initiate the background check in a timely manner or if the results have not been received before the above listed start date, then your start date will be revised. Please note, if the results of the background check does not meet USF standards, this letter of offer may be revoked. You may review the USF Criminal History Background Check Policy #0-615 (https://usf.app.box.com/v/usfpolicy0-615).USF EEO StatementThe University of South Florida is an equal opportunity employer. All employment decisions are made without regard to race, color, marital status, sex, religion, national origin, age, disability, sexual orientation, gender identity and expression, genetic information, or veteran’s status. USF Regulations & PoliciesYour appointment is subject to the Constitution and laws of the State of Florida and the United States, the rules and regulations of the Florida Board of Governors (FBOG), and the regulations, rules and policies of the USF Board of Trustees.  You may review USF regulations, policies (http://regulationspolicies.usf.edu/regulations) and rules on our website for further information.Affordable Care ActOn January 1, 2014, key parts of the Affordable Care Act (ACA) went into effect, and federal law requires employers to provide notices to all active employees regarding health insurance marketplace coverage options. The coverage offered through the Marketplace may not impact the benefits you may be eligible for through USF.  However, the notice should be carefully read, as it provides some basic information about the Marketplace and employment-based health coverage offered by USF.  You may review the Marketplace Notice (https://www.usf.edu/hr/documents/benefits/insurance/market-place-exchange-notice-2023.pdf) for further information.

	trans: 
	name: 

	Date8_af_date: 
	pd: 
	note: During this appointment, you will be involved in:

	postdoc: 
	brief: 

	Post: 
	doc: Please note that this offer is contingent upon verification of your doctoral degree. This appointment is considered temporary (time-limited) and renewable at the discretion of the University.  At the University’s discretion, Postdoctoral appointments may receive annual reappointments based on positive performance evaluations and availability of funding, but the total duration of such appointments may not exceed 5 years from the original appointment date. Furthermore, either party may terminate the relationship at any time for reasons including, but not limited to, funding, misconduct, unsatisfactory performance, and/or if  deemed in the best interest of the University. Background/Reference ChecksThis offer is contingent upon the successful completion of satisfactory reference checks and a criminal history background check, consistent with USF policies. Upon signing this letter, you will receive instructions on how to initiate your background check.  If you do not initiate the background check in a timely manner or if the results have not been received before the above listed start date, then your start date will be revised.  Please note, if the results of the background check and/or reference checks do not meet USF standards, this letter of offer may be revoked.  You may review the USF Criminal History Background Check Policy #0-615 (https://usf.app.box.com/v/usfpolicy0-615) and Employment References Policy #0-616 (https://usf.app.box.com/v/usfpolicy0-616) for further information.USF EEO StatementThe University of South Florida is an equal opportunity employer. All employment decisions are made without regard to race, color, marital status, sex, religion, national origin, age, disability, sexual orientation, gender identity and expression, genetic information, or veteran’s status.USF Regulations & PoliciesYour appointment is subject to the Constitution and laws of the State of Florida and the United States, the rules and regulations of the Florida Board of Governors (FBOG), and the regulations, rules and policies of the USF Board of Trustees.  You may review USF regulations, policies (http://regulationspolicies.usf.edu/regulations) and rules on our website for further information.Postdoctoral BenefitsYou are eligible to participate in the Postdoctoral benefits program offered by USF. You will be eligible for health and dental insurance, along with Paid Time Off (PTO). As a salaried temporary employee, you are also eligible to be paid for USF designated holidays that fall within the period of the appointment proportionate to your time in pay status. Please refer to the Postdoctoral Guide (http://www.usf.edu/hr/documents/benefits/insurance/insurance-postdoc-guide.pdf) for more details on plan design and associated costs. The guide also provides useful information on employment at USF and valuable information about the surrounding Tampa Bay area that you might find helpful. Please note that employees funded solely from contracts or grants shall receive benefits equivalent to similar employees on state funding, provided that such benefits are permitted by the terms of the contract or grant, the rules of the funding agency and adequate funds are available for this purpose in the contract or grant.Temporary Employment Retirement Plan (TERP)Your employment with the University of South Florida may qualify you to participate in the Temporary Employment Retirement Plan (TERP). This plan is mandatory for eligible employees, and you will be automatically enrolled or un-enrolled by the University based on your position during your employment with the University of South Florida. If you are eligible, AIG Retirement Services, the plan administrator, will be providing you further information via mail to your mailing address on file with USF.Affordable Care ActOn January 1, 2014, key parts of the Affordable Care Act (ACA) went into effect, and federal law requires employers to provide notices to all active employees regarding health insurance marketplace coverage options. The coverage offered through the Marketplace may not impact the benefits you may be eligible for through USF.  However, the notice should be carefully read, as it provides some basic information about the Marketplace and employment-based health coverage offered by USF.  You may review the Marketplace Notice (https://www.usf.edu/hr/documents/benefits/insurance/market-place-exchange-notice-2023.pdf) for further information.

	staffemergency: Emergency StaffThis appointment is considered “emergency” for a limited duration and it is anticipated that your appointment will will last between the dates specified above.  Please note that no further notice of termination will be provided.  Time served on an emergency appointment does not count towards probationary period or length of service.
	stafftrainee: TraineeThis is a “Trainee” appointment and is anticipated to last between the dates specified above. During such time, you are expected to acquire the minimum qualifications for the position as outlined in the attached addendum. Time served as a trainee does not count towards probationary or length of service dates.
	shorttermstaff: Short-term StaffThis is considered a “short term” appointment for a limited duration and it is anticipated that your appointment will last between the dates specified above.  Time served on a short-term appointment may count towards probationary or length of service. 
	TERP: Temporary Employment Retirement Plan (TERP)Your employment with the University of South Florida may qualify you to participate in the Temporary Employment Retirement Plan (TERP). This plan is mandatory for eligible employees, and you will be automatically enrolled or un-enrolled by the University based on your position during your employment with the University of South Florida. If you are eligible, AIG Retirement Services, the plan administrator, will be providing you further information via mail to your mailing address on file with USF. 
	stafftimelimit: Contract and Grant Funded IncreasesEmployees on contracts or grants will receive salary increases equivalent to similar employees on state funding if such salary increases are permitted by the terms of the contract or grant, the rules of the funding agency, and adequate funds are available for this purpose in the contract or grant.Time-LimitedThis position has been designated “Time-Limited” and is subject to the Statement of Terms and Conditions For Time-Limited Appointments (https://usfweb.usf.edu/human-resources/resources/showfile/2/110). This position is funded by non-recurring funds and is conditioned upon the continuation of those funds.   This appointment is considered temporary and in the event funding is discontinued or reduced, this appointment may end sooner than the date specified above or result in a reduction of your FTE (full time equivalent).  No other notice of termination will be provided.
	olstafftimelimit: Time-Limited End DateThis position has been designated “Time-Limited” and is subject to the Statement of Terms and Conditions For Time-Limited Appointments (https://usfweb.usf.edu/human-resources/resources/showfile/2/110). This position is funded by non-recurring funds and is conditioned upon the continuation of those funds.   This appointment is considered temporary and in the event funding is discontinued or reduced, this appointment may end sooner than the date specified above or result in a reduction of your FTE (full time equivalent).  No other notice of termination will be provided.
	Flexible Work Arrangement Begin Date: 
	End Date if applicable: 
	Faculty: Off
	Administration: Off
	Address of Remote Location: 
	City / State: 
	Equipment / Services: 
	amount: 
	Date3_af_date: 
	Date4_af_date: 
	Hiring Authority Name: 
	Trash: 
	Trash3: 
	Department name: 
	Temporary/OPS: Off
	fwa: 
	staff: Off

	Button3: 
	Auth_signature_title: 
	supervisor_signature_name: 
	address - street: 
	address- city state zip: 
	EP: This position has been designated as Essential Personnel. Essential Personnel may be required to participate in preparedness/response/recovery activities outside of normal work hours, including USF closings, in response to a major emergency or natural disasters affecting USF operations.
	Name with comma: 
	Probation: Probation Please be advised that as a new Staff employee of USF you will be on probation for six (6) months.  This is the period you are given to learn and adjust to your new job, develop successful working relationships, and demonstrate your overall suitability to the requirements of this position.  In accordance with University procedures, your probation may be extended prior to the end date for additional training time, mutual agreement, or other reasons.  For more information, please review the Probationary Employees Procedures (https://cloud.usf.edu/human-resources/resources/showfile/1/44).If at any time during or at the end of this probationary period your supervisor determines that your performance is not satisfactory or that you are an unsuitable match for the position, your employment may be terminated.  If you successfully complete your probationary period, you will gain regular status as defined under USF Regulation #USF10.201 (http://regulationspolicies.usf.edu/regulations/pdfs/regulation-usf10.201.pdf)
	LOE: 
	Probation: Probation Please be advised that as a new Staff employee (Law Enforcement Officer) of USF you will be on probation for one (1) year. This is the period you are given to learn and adjust to your new job, develop successful working relationships and demonstrate your overall suitability to the requirements of this position. If at any time during or at the end of this probationary period your supervisor determines that your performance is not satisfactory or that you are an unsuitable match for the position, your employment may be terminated. If you successfully complete your probationary period, you will gain regular status as defined under USF Regulation #USF10.201 (http://regulationspolicies.usf.edu/regulations/pdfs/regulation-usf10.201.pdf).
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	Text1: We are so excited to offer you the appointment of JOB TITLE at the University of South Florida reporting directly to SUPERVISOR NAME.
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	supervisor_signature_title2: 
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	Job Opening ID: 
	Background Check Level: [Select]
	FWS: 
	Note: FWS Student Appointment

	RANote: RA Appointment
	GANote: GA Appointment
	RaCompNote: Resident AssistantCompensation:
	RaCompDrop: [Select]
	Trash2: 
	Date6_af_date: 
	Enclosed COE: Conditions of Employment
	Position Number: 
	Job Code: 
	Department Number: 
	Supervisor EN:  Supervisor Employee #
	Supervisor PN:  Supervisor Position #
	Supervisor EN Temp:  Supervisor Employee #
	Supervisor Position Number: 
	Mail Point: 
	Pay Distrubution: 
	raroom:  Resident Assistant Room and Board- Biweekly Pay
	FTE:  FTE
	FTE2: 
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	StudentNote: Non-FWS Student Appointment
	raroom2: 
	Department name2: 
	Phone: XXX-XXX-XXXX
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	amount2: 
	New to form?: 
	Executive: 
	type: [Select]

	Text3: We value your experience and impressive qualifications. You will be a meaningful addition to a team that is changing higher education as we know it. The work you do at USF will directly contribute to our success as one of the newest members of the Association of American Universities, higher education’s most prestigious association. You will be part of an organization that creates knowledge, solves problems, and enriches lives. We strive to be a best place to work and learn and you will continue to be part of something bigger than any one of us.  University of South Florida employees display integrity, purpose, and a keen execution of our strategic objectives. These characteristics and deliverables will continue to make a positive difference in the lives of our students and further impact our symbiotic relationship with our growing metropolitan region. Please see the details of your appointment below. 
	Text4: Your experience and qualifications are impressive. In this leadership role, you will build on our incredible momentum as one of the nation’s leading research universities. You will be part of an organization that creates knowledge, solves problems, and enriches lives. We strive to be the best place to work and learn, and every team member contributes to this effort through their collaborative spirit and unwavering dedication to excellence.University of South Florida employees display integrity, purpose, and a keen execution of our strategic objectives. These characteristics and deliverables will continue to make a positive difference in the lives of our students and further impact our symbiotic relationship with our growing metropolitan region. Please see the details of your appointment below


