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Template

Memorandum of Understanding
For Exempt Professional positions
[Date]
[Employee Name]
[Address]
[City, State, Zip Code]
Dear [Employee Name]:

The [School/Department name] agrees to pay you a non-base building sum of [dollar amount] for [Give a brief description of the reason the agreement is being requested (the type of work to be done, why the work is necessary, etc.)].
You will receive a one time payment in the amount of [dollar amount] upon completion of the project.

OR
 You will receive [dollar amount] per month beginning [month/day/year] and ending on [month/day/year], when the project is expected to end. 
This additional payment is not part of your base pay salary and is temporary in nature. This adjustment is included in salary calculations for retirement. Unforeseen changes in business needs or availability of funds may require modification or cancellation of this agreement at any time, in which you would receive a written notice. 
	
	
	

	Employee Name
	
	Employee Signature

	
	
	

	Date
	
	

	
	
	

	Supervisor’s Name/Title
	
	Supervisor’s Signature

	
	
	

	Date
	
	

	
	
	

	Dean/Department Head Name/Title
	
	Dean/Department Head Signature

	
	
	

	Date Approved
	
	

	
	
	

	Human Resources Signature
	
	Date


NOTE:  This form should be reviewed by HR before signatures are obtained. 
