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IV. Requirements for Appointment Letters for Uncompensated Employees 
 

Appointment letters for uncompensated employees should include the following 
elements: 
 
1. A job title for the position to be filled. 
2. A specification that the position is uncompensated. 
3. A description of the job responsibilities of the position (which may be either 

stated briefly in the letter or appended to it). 
4. The name of the department or office in which the work is to be performed. 
5. The name of the uncompensated employee’s supervisor. 
6. A statement that since the position is uncompensated, workers compensation 

benefits are not available (and, consequently, the employee should have private 
health insurance). 

7. A statement that the employment is at will and can be terminated without 
cause. 

8. A signature block for the uncompensated employee’s acceptance of the terms 
of the appointment. 

 
The letter should be signed by the department head. 

 
V. Recordkeeping 
 

The official personnel files for uncompensated employees, including copies of 
their employment applications and appointment letters, shall be forwarded and 
retained in the Office of Human Resources.

 


