(Prior to offering exempt employment, an accurate position description must be submitted to the Office of Human Resources for review to verify the positions duties are exempt from the Fair Labor Standards Act.)
NON-TEACHING EXEMPT TEMPORARY OFFER LETTER

(Date)

(Mr. or Ms.) (Name)

(Address)

(City, State, Zip)

Dear (Mr. or Ms.)(Last Name):

It is with much pleasure that I offer you temporary employment as (Title of Position) in the (Name of Department or College) at Idaho State University.  This employment shall commence on (Date) and is anticipated to last through (Date), and has a salary of ($  -must be at least $455) per week.  Your immediate supervisor shall be (Name).  The typical duties and responsibilities that will be assigned to you are described on the attached position description.  Your employment will be for less than .50 FTE and therefore will not be eligible for ISU benefits.  (Only if applicable - In addition to the salary mentioned you will receive (list all components of total compensation package, i.e. housing) which is valued at ($) per week.)  This position is considered exempt from the Fair Labor Standards Act (FLSA) and therefore is not eligible for overtime compensation.  
Please sign and date this document, as your agreement of the offer presented to you and return to me as soon as possible.
Sincerely,

(Name of Dept. Director/Dean)

(Title)

I hereby accept Idaho State University’s offer of temporary employment as described in this letter.  I understand that my acceptance of this offer does not constitute an employment contract and that my employment with Idaho State University may be terminated, either by my employer or myself at anytime, for any or no reason, with or without notice.
______________________________
________________________

Accepted




Date

cc: Mr. David Miller, Director of Human Resources

Attachment: Position Description
