Exempt Professional Addendum  
(To be used when current exempt employee is staying in the same position and there is a change to the current appointment).

Rev. 12/2011

Notes:
1. Per Administrative Policy Statements on Fiscal Roles and Responsibilities and Fiscal Code of Ethics, officers are required to sign the acknowledgement and return to Human Resources.  Human Resources will log the signed Officer’s code of ethics and record in the HRMS training record.
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Use Dept Letterhead

Date

Name  

Address (use home address even if internal applicant)

City

Dear Name:

I am pleased to inform you that, effective on (date), your full-time position will be changed to (new title), an exempt professional (unclassified) position in the Department of ________ at the University of Colorado Denver. Your salary will be increased or remain at $xx,xxx per fiscal year. Optional: commensurate with your new responsibilities. This offer is contingent upon approval of the Personnel Matters Report and is contingent on you passing a criminal background check. 
Optional: You will not be eligible for any subsequent merit increases in fiscal year ___/____. 

(Optional - Please consult Human Resources to verify officer status. If this is an officer position, add the following and include the requirement for fiscal code of ethics statement in #2 under additional terms and conditions.): This position is defined as an officer of the administration (or of the University). (Optional - If this is an officer position, add the following and provide the form (link included above in notes section): Officers must sign the Officer’s Fiscal Code of Ethics statement.
Optional paragraph for any special arrangements (e.g., incentive bonuses, special work arrangements, conference travel, unique work hours, accommodations, etc.)

All other terms and conditions of your appointment will remain unchanged. 

Once your appointment has been approved by the Vice Chancellor, the specific terms and conditions of your appointment, as described in this letter of offer, may be changed only by a duly executed written addendum. The University may, however, make changes to its employment policies, which affect all employees or certain classes of employees, and these shall become effective without the necessity of a written addendum.

Please indicate your willingness to accept this offer by returning this original letter with your signature below. 

Sincerely,

___________________________________________
       Date: __________
Appointing Authority Name / Title

___________________________________________
       Date: __________
Dean, School/College of ________________________
Agreed to by _______________________________ 
        Date: __________



     employee name
