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[Date]
[Name]
[Home or Workplace Address]
Dear [Name]:

This letter is formal notice of your non-reappointment to the position of [Title], position # [Number].  Your employment in that position will end at the close of business on [Date]. 

This decision was based on the conclusion that it is no longer in the university’s best interest to continue your appointment.  Thus, this notice of non-reappointment does not constitute a dismissal for cause or disciplinary action, but rather the exercise of the university’s prerogative to discontinue its employment relationship with you with proper notice given.

Pursuant to USF Regulation 10-210, Non-Reappointment, and university procedure (available at the USF Central Human Resources website), this letter provides the required [Time Period] notice of non-reappointment.  No further notice of cessation of employment will be given.  Your salary and benefits will remain the same.  

OR IF APPROPRIATE:  Your salary will be reduced to $      biweekly because of [Reason].  

During the remaining period of your employment at the university, you will continue to perform your assigned job duties at your current work location. 

OR IF APPROPRIATE:  During the remaining period of your employment at the university, you may be assigned alternate duties at another work location. 

OR IF APPROPRIATE:  During the remaining period of your employment at the university, [Name] will assign you alternate duties, which will be an off-campus assignment.  You will communicate with [Name] by [Email/Phone].  Consistent with your off-campus assignment, there is no need or expectation that you will return to your current work location.  Since you will no longer serve as [Title], you will not be representing [Unit Name] in any capacity at future university events. 

Until your employment ends, you will continue to be bound by all regulations and policies of the university, and it is expected you will conduct yourself in a professional manner. 

AND IF APPROPRIATE:  This includes, but is not limited to, the university’s policy on Invention and Works (available at the USF General Counsel’s Office website).  This policy, among other things, provides that all intellectual property received, created, or used by you in your employment is the property of the university.  

IF APPROPRIATE:  Our records indicate that you have possession of [Describe] that is the property of the university and not for your personal use.  Any and all such property that has been associated with your job as [Title] must be returned to [Location], no later than the close of business on [Date]. The value of any property not returned by that date will be deducted from your final pay, as well as any applicable leave payouts.  Additional collection remedies will be applied if amounts are found still owing.

IF APPROPRIATE:  Finally, you will be expected to exhaust [All or specified amount] of your accrued annual leave prior to the end of your current employment.  OR IF APPROPRIATE:  Finally, you will be expected to use [Specified amount] of your accrued annual leave from [Date] through [Date], resuming work on [Date].

In accordance with university procedure, you are to request use of annual leave, as well as any required sick leave, using the university’s Automated Leave Tracking (ALT) system.

For information from Central Human Resources regarding the following, please contact:

Employee Relations – [Name], 813-974-XXXX
Benefits – [Name], 813-974-XXXX
As an employee in the Administration pay plan, you have the right to grieve the non-reappointment process. If the non-reappointment process is not administered consistent with USF Regulation 10-210 and university procedure (available at the USF Central Human Resources website), you may file a grievance. However, the outcome of the grievance would only be to correct the issues with the process, not reverse the non-reappointment. 
Sincerely,

[Name]
[Title] [Provost/Vice President or Designee]
Copy to:

[Name]
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