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A. JAMES CLARK

SCHOOL OF ENGINEERING




Insert Letterhead Header Here
Date
Name
Address

City, State, Zip

Dear ___________:
I am pleased to extend to you an offer of appointment as (Title) within the (Department/Unit) in the A. James Clark School of Engineering at the University of Maryland, College Park. This is a tentative offer pending all necessary University approvals.  The start date will be (Date).  The 12 month salary for this position is (Annualized Salary) (% FTE).  The probationary period for this appointment is one year and your performance will be reviewed at regular intervals.

This is a regular, full time, exempt staff appointment.  As an exempt employee, you shall be expected to work a normal work week of no fewer than 40 hours per week from Monday through Friday.  Your scheduled hours of work are (insert scheduled hours am – pm).  Employees in exempt positions are expected to work the hours necessary to complete assignments on a schedule that satisfies the requirements and responsibilities of the job.  Employees in exempt positions are not entitled to compensation for hours in excess of 40 hours per week.  

Employment, for regular University System of Maryland employees in exempt capacity, is on an at-will basis.  All policies and procedures governing regular exempt employment can be found at the following website: http://www.president.umd.edu/policies/.

[Bargaining Unit Employees Only] Your position is in the Exempt bargaining unit under AFSCME Local 1072. The current Memorandum of Understanding (MOU) is on the Staff Relations page of the University Human Resources (UHR) website.

https://uhr.umd.edu/staff-relations/
Within approximately one month of your start date at the University, you will receive an assignment email asking you to complete a required online training program on Responding Effectively to Discrimination and Sexual Misconduct. The deadline for completing the training will be 30 days from the date of your assignment email. If you do not use a computer at work and/or do not have an email address, your supervisor will arrange for you complete the training in person.

First Name Last Name

Date
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The University has an annual Performance Review and Development (PRD) process. Performance Review and Development (PRD) training is mandatory for all non-faculty employees and supervisors.  PRD is a mechanism to provide ongoing interaction, to recognize performance and to identify training and development needs. To register go to www.training.umd.edu.

As a full-time, regular exempt staff employee, you are eligible to join either the Maryland State Pension System or a number of optional retirement plans. You must make a selection no later than your first day of employment or your retirement plan will automatically default to the Maryland State pension system. If there is default, a mandatory 7% of your pay will be deducted from your pay check.  We encourage you to review the information at https://uhr.umd.edu/benefits/retirement-benefits/ to assist you in making your selection no later than your first day.  You are also eligible to receive health insurance benefits and participate in University-sponsored insurance programs.  Paid leave is earned as follows: You will accrue 22 days of annual leave, 3 days of personal leave, 14 designated holidays and 15 sick days per year.  The holiday calendar can be found at https://umd.app.box.com/v/holiday-cal.  On your first day you will meet with our Payroll/Benefits Coordinator _______________.  Please see the checklist below for items that may be required on your first day.  If you have any immediate questions, please contact _____________  [insert phone and email].
Please note: Insurance benefit coverage for all plans will be effective on the first day of the month following your date of hire.  For continuous insurance coverage to the end of the month in which you are hired, please make arrangements with your previous employer or health insurance carrier. 

	[Dean’s Office addition to the template]  
All new employees are encouraged to attend the University’s twice monthly all-day New Employee Orientation & Welcome which highlights university policies, resources and tips to help navigate our large campus community. Units that present include, the Office of Employee Benefits, Division of Information Technology, University Police, Office of Civil Rights & Sexual Misconduct and more.  A bus tour of campus is provided by the Department of Transportation Services and a lunch break is taken at the Stamp Student Union.  In addition, one hour New Employee One-on-One Benefits Enrollment and Q&A sessions are also offered twice a month.  To view the schedule and to register go to www.training.umd.edu.
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	[Dean’s Office addition to the template:

INSERT if new to campus:
If you require parking on campus, please contact our Parking Coordinator ________ (301-405-____ or email).  You will be assigned to park in Lot __.  A parking map is included below. In order for us to register you for parking you will need to be approved first in the payroll system and then in the parking system.  This approval process may take two full days.  Until fully approved in both systems, you may park in the (update location as needed) Paint Branch Visitor Lot located across the street from the Kim Engineering Building.  Additional hourly parking is available in the Regents Drive Garage.  [INSERT one of the following statements] Parking in either lot will cost $15 per day.  OR You may use the following pin code ____________ to pay for parking for the first two days.
On your first day you will need to register your vehicle online at www.transportation.umd.edu and will need to provide the make, model, year and license plate number.  We will not be able to assign you to your parking lot until your vehicle is registered.  Once your vehicle has been registered please inform parking coordinator name.  The parking fee schedule can be found at http://www.transportation.umd.edu/faculty.html .  If you elect to pay via payroll deduction, parking will only be deducted from 20 of the 26 pay periods per year.  Payroll deductions are on a pre-tax basis and ________ can provide you with a payroll deduction enrollment form.  

INSERT if already on campus:

Please let our parking coordinator know who handles parking for your previous position.  We will work with them and DOTS to transfer your parking registration over to Engineering.

INSERT if hired between late April – mid August:

Payroll deduction is not available during the summer months.  On your first day you will need to go to the Department of Transportation (DOTS) office located on the first floor of the Regents Drive Garage to pay a pro-rated amount for the summer.  In late August we will contact you about completing a payroll deduction form in order to update your parking registration to an annual permit and set up payment for the remainder of the year.


On your first day please report to my office in Room _________ of the ________________ Building.  If you have any questions I can be reached at (phone) or (email).  We are very excited about you joining the (Department) team.  Please return a signed copy of this letter to me as soon as possible.

Sincerely,

Name
Title

Your signature:

Name









Date

cc:
Department Head
Payroll Coordinator


Parking Coordinator


Other
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[UPDATE MAP AS NEEDED]

First Day Checklist
Welcome!  On your first day with the (Department Name), you will need to complete a number of forms.  Some of these forms require you to bring items and/or information that you may not have readily available.  Please use the guide below to ensure you are prepared on your first day: 

	
	

	☐
	I-9 Form Requirement:  Bring your identification item(s).  For a list of acceptable documents please visit https://www.uscis.gov/i-9-central/acceptable-documents.

	☐
	Have your bank account information/account number(s) available to complete your direct deposit form.

	☐
	Have your beneficiary information available: 1) Beneficiary Birthdate 2) Beneficiary Address 3) If Spouse, state/jurisdiction and date marriage license was issued.

	☐
	Bring your vehicle registration, or make/model/year/license plate number, if you plan to register for parking.

	☐
	Meet with __________, (Department) Payroll & Benefits Coordinator, to complete necessary forms.


Thank you for helping us to ensure your first day goes smoothly!

