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INTRODUCTION 
 

TOWSON UNIVERSITY FOUNDATIONôS PURPOSE 
 
Towson University Foundation, Inc. (the Foundation) manages funds received for the benefit of 
Towson University.  Specific policies and procedures have been developed in order to ensure that 
revenues and expenses are recorded accurately and disbursements are appropriate and within the 
rules and regulations established by those agencies and organizations that oversee the Foundation.  
The Foundation must also ensure that all gifts are recorded and all disbursements made are in 
conformity with donor requirements. 
 
The Foundation is organized to receive, hold, inves



Page 6 
Towson University Foundation, Inc. Guide to Employment and Benefits (Rev. 3/25/11)  

  
The Foundation is located in the Administration Building at 7720 York Road within the 
University Advancement Division of the Towson University (the ñUniversityò).  The 
Executive Vice President of the Foundation also serves as the Vice President for University 
Advancement at Towson University.  University Advancement is dedicated to the 
advancement of the University in the areas of development and alumni relations.   The 
Development Office oversees all fundraising activities for the University, including grant 
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See the following organizational chart. 

 

 
 
 

 
TU Foundation 

Board of Directors 
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nor successful completion of the introductory period in any way changes your at-will 
relationship with our Foundation as described elsewhere in this Guide to Employment and 
Benefits. 
 
 

EMPLOYMENT CLASSIFICATIONS 
 
You will fall into one of three employment categories, depending on your work schedule. 
 

 You are considered ñRegular Full-timeò if you are regularly scheduled to work 
40 hours or more hours per week. 

 
 You are considered ñRegular Part-timeò if you are regularly scheduled to 

work less than 40 hours per week. 
 

 You are considered ñTemporaryò if you were hired to work for no longer than 
a specific period of time according to the requirements of the job as 
determined by TUF. 

 
(Note:  All employees' work schedules and hours may be changed by TUF to meet 
operational needs.) 
 
Please understand that nothing in this or any other section of the Guide alters your at-will 
employment with our Foundation as described elsewhere in this Guide, or constitutes a 
guarantee of work per pay period.  We reserve the right to schedule and classify 
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The use of lunch hours, evenings, or weekends to compensate for time off is discouraged. 
If you are uncertain as to your classification, see a member of the Management Team of 
TUF. 

 

 

YOUR PERSONNEL FILE 
 
If you suspect that there is incorrect data in your file, you may ask one of TUFôs 
Management Team to review the file with you. In addition, you may place a written 
statement in your file.  Your personnel file, however, always remains the property of TUF.   
 
 

WORKWEEK 

 
Our workweek begins on Saturday at 12:00 AM, and ends on the following Friday at 11:59 
PM. 

 

 

WORK SCHEDULES 
 
Towson University Foundation, Inc. may establish work schedules to meet the needs of our 
customers.  You are expected to be at your workplace, ready to work, at your assigned 
time each day. Generally, standard office hours are 8:30 AM to 5:00 PM, Monday through 
Friday.  The standard workweek is a 40-hour workweek composed of daily eight and one-
half (8.5) hour schedules, with one-half (½) hour, unpaid lunch breaks.   
 
 

TIME SHEETS 
 
The federal Fair Labor Standards Act requires our Foundation to maintain an accurate 
accounting of hours worked.  Exempt/salaried employees need to submit timesheets and 
account for leave usage.  Non-exempt/hourly employees must indicate their daily number 
of hours worked at the end of each workweek on their payroll timesheet.  NO ONE ELSE 
IS PERMITTED TO DO THIS.   Non-exempt/hourly employees may not start more than five 
(5) minutes before their starting time, or work beyond more than five (5) minutes after their 
scheduled quitting time, unless, of course, they are working authorized overtime.  At the 
end of each pay period, each employee must verify the accuracy of the timesheet, 
personally sign it, and must have it approved by the supervisor prior to submission to 
payroll. 
 
 

PAYDAYS 
 
All employees are paid on a bi-weekly basis with the payday being every other 
Wednesday.  All non-student employees must sign up for direct deposit whereby your net 
pay is deposited directly into a checking and/or savings account.  Student employees have 
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the option to receive a check or to sign up for direct deposit. 

 

WITHHOLDING DEDUCTIONS AND CHANGES 
 
Certain mandatory deductions must be made from your pay for federal and state taxes and 
FICA (Social Security and Medicare).  Federal law requires the deductions.   In addition, 
any court ordered liens, attachments, garnishments and levies must be deducted if 
indicated in writing by the proper authority. 
 
Certain other elected deductions, such as payment for your portion of health care 
premiums, may also be made with your written authorization. 
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DRESS CODE 
 
You represent Towson University Foundation, Inc. to the public, and the community whom 
we serve.  It is therefore important that you present a neat, clean, professional appearance 
at all times during working hours. 
 
Towson University Foundation, Inc.ôs dress code takes into consideration the following 
factors:  safety, hygiene and image.  Clothing must be clean and neat at all times, and 
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COMPUTERS, 
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Employees may not check their personal e-mail accounts using the Foundationôs computer 
systems.  Attempting to do so from our systems could unintentionally circumvent 
safeguards that are set in place to scan for viruses and inappropriate materials.   

 
Towson University Foundation abides by Towson University’s policy on E-mail and 
Internet use.  A complete overview of Towson University’s policy is located at 
http://inside.towson.edu/generalcampus/tupolicies/documents/10-
03.00%20Electronic%20Mail%20Policy.pdf.  
 

It is the responsibility of the employee to visit this website and to read and abide by this 
policy.    

 

MISAPPROPRIATION OF ELECTRONIC RESOURCES 
 
Much of our work products are in electronic form.  Misappropriation or re-direction of these 
resources including but not limited to software, source code, spreadsheets, documents, 
presentations, etc. will be deemed as theft and will result in appropriate disciplinary action, 
up to and including termination and criminal prosecution.   
 

 

DATA SECURITY 
 
The Information Technology department is charged with the obligation of safeguarding our 
data from unauthorized access.  Each user has a designated folder on our systems for 
storing their files to which only they have access.  All mission critical documents are to be 
stored on the network in either the userôs personal folders or their departmental folders as 
well as their independent workstation, depending upon the sensitivity of and the need to 
share the information.  An employee is prohibited from password protecting or encrypting 

http://inside.towson.edu/generalcampus/tupolicies/documents/10-03.00%20Electronic%20Mail%20Policy.pdf
http://inside.towson.edu/generalcampus/tupolicies/documents/10-03.00%20Electronic%20Mail%20Policy.pdf
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VISITORS 
 
You should refrain from interrupting your work to attend to personal visitors except in cases 
of emergency.  All visitors must properly check in with the area properly designated for 
such purposes.  At no time are you to perform gratis (free) work for your visitors without the 
expressed knowledge and approval of your supervisor or one of the members of TUFôs 
Management Team.  Additionally, at no time is it appropriate to bring children into the 
workplace for reasons other than a very brief visit. 

 

ATTENDANCE 
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An employee who is absent two (2) consecutive workdays without notice shall be 
considered as having abandoned his/her job and will be treated as a voluntary 
resignation from employment. 

 

 

LATENESS POLICY 
 
If you expect to be late for your scheduled arrival time at work, notify your supervisor of the 
delay before your starting time.  Again, it is your responsibility to notify your supervisor of 
any lateness.   
Tardiness, like absenteeism, causes problems in work schedules and employee morale.   
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SOLICITATION AND DISTRIBUTION GUIDELINES 
 
In accordance with applicable law, Towson University Foundation, Inc. does not permit the 
solicitation by one employee of another for any unauthorized purpose while either 
employee is on working time or in a work area, including the distribution of handbills or 
other literature.  Persons not employed by our Foundation are prohibited from soliciting any 
employee or distributing literature on Foundation property, at the employee's workstation, 
or during work time.  If you have any information you would like to share with the rest of 
TUF, please seek authorization from one of the members of TUFôs Management Team. 
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BUSINESS ETHICS 
 
 

ETHICS 
 
While working at Towson University Foundation, Inc., it is your obligation to maintain a high 
sense of integrity and honesty in all business practices. You are not permitted to use any 
knowledge or connections made through your position for personal advantage. 
 
 

HARASSMENT POLICY 
 
The Foundation is committed to providing a work environment that promotes civil and 
professional conduct at all times, and that is free of harassment of all types.  Towson 
University Foundation, Inc. maintains a strict policy, which prohibits harassment in any 
form.  Whether committed by managers, supervisors, or employees, harassment of any 
kind will not be tolerated.  Violation of this policy will result in disciplinary action up to and 
including termination. 
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striving to maintain confidentiality. Any supervisor, agent or other employee who, after 
appropriate investigation, has been found by TUF to have sexually harassed another 



Page 27 
Towson University Foundation, Inc. Guide to Employment and Benefits (Rev. 3/25/11)  

other. Such relationships can be immediate or based upon future expectations, e.g. the 
need for future evaluations and references. 

 

 

EXAMPLES OF CONDUCT THAT MAY BE HARASSMENT 

 
Sexual harassment may take many forms. Sexual assault and requests for sexual favors 
that affect employment decisions constitute sexual harassment. However, sexual 
harassment may also consist of unwanted physical contact, requests for sexual favors, 
visual displays of degrading sexual images, sexually suggestive conduct, or offensive 
remarks of a sexual nature. 
 

Verbal:   Offensive conversation, remarks, slurs, commentaries or epithets of a 
sexual nature; sexual jokes; sexual comments about appearance, clothing, 
body; comments concerning sexual relations. 

 

Nonverbal:  Leering, looking someone up and down, making sexual gestures. 
 

Visual:   Displaying sexually oriented or offensive objects, pictures, cartoons, 
posters or electronic programs & email 

 

Physical:  Touching, impeding or blocking movement, any physical interference with 
normal work or movement, interference with tools or possessions, sexual 
assault or attempted sexual assault. 

 

  

COMPLAINT PROCEDURES 

 
Generally, individuals subjected to an incident of sexual harassment should be aware that 
there are many ways to bring it to the attention of Towson University Foundation and, 
where proper, obtain redress or protection. 
 
You may report any complaint to your department chair, department director, or supervisor. 
TUF offers both informal and formal procedures for resolving a complaint of sexual 
harassment to its employees. A complaint against a student will typically be referred to the 
Office of Judicial Affairs. For purposes of this policy, "students" include full time and part 
time students and continuing education students who are currently enrolled at the 
University.  
 
Complaints shall be retained by TUF in a confidential file, separate from any other 
personnel or student files. The confidential file should include the name of the 
Complainant, the name of the person alleged to have violated this policy (the 
"Respondent"), the nature of the complaint, incident date(s), witnesses and any other 
information relevant to the incident. 
 
The Foundation is committed to taking appropriate action against persons who violate this 
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policy, but ultimately, it may not be able to satisfactorily investigate or resolve a particular 
complaint without the initiative and continuous cooperation of the person who feels injured. 
 
Complaints alleging sexual harassment or retaliation in violation of this policy must be 
made within one hundred twenty (120) days following an alleged incident of sexual 
harassment or retaliation. TUF will arrange to speak with the Complainant to discuss 
whether to resolve the complaint informally or to proceed with formal complaint procedures. 
The Complainant, the Respondent, witness or any other person involved in the 
investigation or resolution of a complaint may disclose information only to those persons 
necessary to the filing, investigation and disposition of the complaint under this policy. 
Failure to exercise care in the disclosure of information is a violation of this policy and may 
result in disciplinary action as more particularly provided in this policy. 
 
Allegations of sexual harassment are serious, with potential for great harm if made without 
justification. Accordingly, it is a violation of this policy for an individual to file a complaint 
without justification or in bad faith. An individual found to have filed a complaint without 
justification or in bad faith has violated this policy and will be
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In the case of staff or volunteers with significant decision-making authority, the disclosure 
statements may be provided to the Executive Vice President of the Foundation.  The 
Executive Vice Presidentôs disclosure statement may be provided to the President of the 
Board. 
 
The Secretary of the Board may file copies of all disclosure statements with the official 
corporate records of the Foundation. 
 
Whenever there is reason to believe that an actual or potential conflict of interest exists 
between the Foundation and an interested party, the Board of Directors may determine the 
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PERFORMANCE REVIEWS  
 
Your supervisor, on a periodic basis, may formally review your work performance with you. 
 Although your performance is under review on an on-going basis, the usual practice is for 
a formal performance review once per year, during the month of your initial employment 
anniversary, with more frequent discussions during the first year of employment.  This 
formal annual review will take place in a private office location between you and your 
supervisor, so that the opportunity for discussion exists.  More frequent, informal 
performance reviews may also be conducted throughout your employment.  Again, TUF 
reserves the right to terminate employees whose performance is unsatisfactory at any time. 
Your work performance will be judged as outstanding, above average, satisfactory, 
marginal or unsatisfactory. 
 
Outstanding performance may not only increase the amount of pay that TUF may give, it 
also may enhance your opportunity for promotion to a more responsible position.   
 
 

MERIT INCREASES 
 
Merit increases in your pay are not automatic.  They are based, among other factors, on 
TUF's evaluation of your job performance and upon the financial position of TUF.  All 
increases are based upon and subject to the overall financial position of TUF, and may be 
waived or delayed at TUFôs discretion.  The Foundation generally reviews salaries on an 
annual basis.  Salary reviews do not necessarily coincide with the time frame of the 
performance review.   A salary review does not automatically result in a merit increase.  For 
additional guidance on this matter, please contact one of the members of TUFôs 
Management Team. 

 

 

PROMOTION AND TRANSFER 
 
It is the policy of TUF to promote from within when possible in our judgment. The most 
important point is that you should prepare yourself in order to qualify for promotion.  First, 
do the very best you can in your present position and then, through continued education 
and self-study, develop the skills needed for a higher-level position.   Your supervisor may 
be available to assist you in career planning.  Please remember that nothing in this 
guideline requires TUF to select the successful candidate from among employees who 
apply for a position.  The Foundation reserves the right to consider and accept, in its sole 
discretion, any applicant from any source for any open position.  Additionally, TUF reserves 
the right to transfer, promote, demote or otherwise assign and classify employees, as it 
deems appropriate. 
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Length of Employment 
Service 

 
Annual Accrual 

In Days 
 

Accrual Per Pay 
In Hours 

0 ï 5 Years  7  2.15 
5 ï 10 Years  11  3.38 
10+ Years  15  4.62 

 
Employees are not allowed to utilize more leave than they have accrued (i.e. there are 
no negative Annual Leave balances allowed).   

 

ANNUAL CARRY-OVER  
 
The Foundation allows up to 400 hours of Annual Leave to be carried over from one 
calendar year to the next.  Any Annual Leave accruals in excess of 400 hours on 
December 31

st
 are forfeited by the employee.  Any carried-over balance remaining at the 

end of the following calendar year will be forfeited, unless you were unable to utilize the 
Annual Leave due to TUFôs business circumstances. 
 
 

PAYOUT OF ANNUAL LEAVE UPON TERMINATION 
 
Provided the employee gives at least two weeksô advance notice of voluntary resignation, 
and is in good standing with the Foundation, the employee will be paid for all accrued and 
unused Annual Leave.  Payout of accrued and unused Annual Leave will occur with the 
next regularly scheduled payday following the last day of employment. 
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Regular Full-time Employees (those who regularly work 40 + hours per week) are paid for 
all observed Foundation holidays provided they work, or are paid continuously up to, both 
the scheduled workdays before and after the holiday.  If you are on paid Annual Leave and 
a recognized paid holiday falls during your paid Leave time, the holiday will not be counted 
against your Annual Leave balance.  Regular Full-time employees required to work on a 
day that Towson University Foundation, Inc. is closed due to a holiday may opt for a 
Floating Holiday to be taken within 30 days after the Holiday, with prior approval from their 
manager.  Non-exempt regular full-time employees may opt to be paid double time in lieu 
of a floating holiday. 
 
Regular Part-time Employees (those who regularly work 30 ï 39 hours per week) will be 
paid at two (2) times their regular rate of pay for hours actually worked on a scheduled 
holiday, without respect to the number of hours they are regularly scheduled to work in one 
workweek.  Regular Part-time Employees who are regularly scheduled to work on a day 
Towson University Foundation, Inc. is closed due to a holiday (but do not work the 
holiday) 
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responsibilities when called upon for jury duty or when subpoenaed. 
 
While on jury duty or when appropriately subpoenaed as a witness, Regular Full-time 
Employees and Regular Part-time employees who are regularly scheduled to work at least 
20 hours per week will be permitted to be absent without loss of pay or charge to any leave 
for the day(s) of jury service and without regard to any amounts paid to you by the courts 
for your jury service.  Documentation for each day served must be provided in order to 
receive pay for the day. 
 
a. When you receive a call to jury duty or when subpoenaed as a witness, you shall 

immediately report this information to your supervisor, and show the summons.  
This is necessary to enable TUF, if necessary (in the interest of operational 
efficiency), to attempt to have the court reschedule your jury duty or, when 
subpoenaed as a witness, assignment. 

 
b. If you are excused from jury duty or from your subpoena assignment as a witness 

prior to your normal quitting time, you must call your supervisor, who will advise you 
whether to report to work. 

 
c. If you are excused for any full day during jury duty or subpoenaed service as a 

witness, you must report for work on that day. 
 

 

VOTING 
 
Towson University Foundation, Inc. routinely expects you to vote either before or after your 
work schedule.   
 

 

FAMILY AND MEDICAL LEAVE 

 
In recognition of the Family and Medical Leave Act passed by the United States Congress 
in February 1993, Towson University Foundation, Inc. does comply with the notice 
requirements established by this act.   As a result, eligible employees can likewise request 
the special Family/Medical leave according to the guidelines established within this Act.   
The following describes the details of this Family/Medical Leave. 
 
You may be eligible for Family/Medical Leave if you, at the time leave is 
requested/required, have worked for the Foundation for at least 12 months AND have 
worked at least 1,250 hours during the twelve month period immediately before seeking 
this leave.   If you satisfy these requirements, you may be able to take up to 12 weeks of 
Family/Medical Leave during our ñfamily and medical leave year" on a continuous, 
intermittent or reduced leave schedule basis.  Family/Medical Leave may be available for 
you in the following circumstances: 
 
1. For the birth of a child to you or your spouse; 
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2. For the adoption of a child by you or your spouse; 
 
3. 
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Towson University Foundationôs Family/Medical Leave policy complies with federal laws 
and regulations as well as other applicable laws that provide for certain obligations and 
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f. You must return from leave as soon as the purpose for which the leave was granted 

has been accomplished (such as your doctor certifies physical ability to return to 
work from medical leave). 

 
g. Any request for a leave of absence extension must be coordinated and approved by 

one of the members of TUFôs Management Team. 
 
 

MEDICAL LEAVES OF ABSENCE 
 
Medical leaves may be granted as soon as it is determined that an employee is medically 
unable to work for a period of eight (8) days or more.  The Foundation reserves the right to 
obtain an opinion from a physician of our choice if it is deemed that circumstances warrant 
a review, and is permitted by applicable law.  An employee must contact the supervisor 
and one of the members of TUFôs Management Team prior to going on medical leave.  The 
employee must use earned sick days for the first seven (7) days.  If no sick time is 
available, the employee must use either earned personal or vacation days. 
 
An employee who has been certified able to return to work must contact one of the 
members of TUFôs Management Team and the supervisor prior to returning. 
 
The employee will need to provide to one of the members of TUFôs Management Team a 
doctor's note authorizing return to work. The Foundation reserves the right, in accordance 
with applicable law, to obtain an opinion from a physician of our choice when it is deemed 
that circumstances indicate an employee on leave may not be ready to return to work. 
 
If any employee is on an approved Medical Leave of Absence and a holiday occurs during 
the leave period, the holiday is paid as follows: 
 
1) If the employee is being paid Annual Leave time continuously and the paid time falls 

the day before and the day after the Holiday, the employee is paid their full daily 
rate of pay. 

 
2) If the employee is on leave without pay prior to and following the recognized holiday, 

the employee is not paid for the holiday. 
 

 

MILITARY LEAVES OF ABSENCE 
 
It is our policy to encourage and assist all employees in the performance of their military 
obligations.   Appropriate leaves will be granted for both training and extended active duty, 
in accordance with applicable law.   The specific aspects of a military leave may be 
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Regular Full-
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your valuables, if you leave employment, Towson University Foundation, Inc. asks you to 
remove all personal property from the premises prior to your last day of work. 
 
 

DEATH 
 
In case of your death, the proceeds of any applicable benefit plans will be paid as 
designated therein.  Your salary will be paid through the pay period in which your death 
occurs, as well as any remaining accumulated Annual Leave due you during the year of 
your death. 
 
 

RE-EMPLOYMENT 
 
Former employees who resigned in good standing may be eligible for rehire, provided TUF 
determines their qualifications are suitable for the vacant position sought. 
 

 

COBRA CONTINUATION COVERAGE FOR HEALTH BENEFITS PLANS 

 

COBRA ELIGIBILITY AND RIGHTS 
 
On April 7, 1986, a Federal law was enacted (Public Law 99-272), Title X) requiring that 
most employers sponsoring group health plans offer employees and their families the 
opportunity for a temporary extension of health coverage (called ñcontinuation coverageò) 
at group rates in certain instances where coverage under the plan would otherwise end.  
This section of the Guide is intended to inform you in a summary fashion of your rights and 
obligations under the continuation coverage provisions of the law.  Both you, and if you are 
married and your spouse is covered by the plan, your spouse should take time to read this 
passage of the Guide carefully. 
 
If you are employed by an employer and are covered by the employerôs group health plan 
(called ñthe planò in this notice), you have the right to choose continuation coverage if you 
lose your group health coverage because of a reduction in your hours of employment or 
the termination of your employment (for reasons other than gross misconduct on your part). 
 
If you are the spouse of an employee and you are covered by the plan, you have the right 
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health plan.  This notice is not intended to inform you about any details of the plan.  You 
should refer to your copy of the planôs Summary Plan Description, or request a copy of it or 
of the planôs governing document, for such details. 
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SECTION 125 PLAN 

 
All health benefits are covered under a Section 125 Plan, which allows all employee payroll 
deductions for these benefits to be pre-tax. 
 

 

RETIREMENT PLANS 
 
The Foundation offers two (2) retirement plans:  a Defined Contribution Retirement Plan, 
also referred to as DCRP, (employer contributions only) and a Tax Deferred Annuity, also 
referred to as TDA, (employee contributions only).  Employees who meet the eligibility 
requirements may, and are encouraged to, participate in the Foundationôs retirement plans.  

 

DEFINED CONTRIBUTION RETIREMENT PLAN (DCRP): 
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VOLUNTARY SHORT TERM DISABILITY: 

 
Below is a brief overview of your plan of benefits. 
 

52
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Who is eligible? 
 
All eligible employees of the Foundation may participate in the Long Term Disability 
plan.  Eligible employee means all employees, other than full-time students, who 
work at least thirty (30) hours on a weekly basis (1,560 hours per year). 
 
Benefit Percentage ï 60% 
 
Maximum Payment Amount = $6,000.00 per month* 
 
*The amount paid to you may be reduced by other income amounts and any income 
you earn or receive from any form of employment.  Some disabilities may not be 
covered under this plan. 
 
Minimum Payment Amount = the greater of: 
 
 $100.00; or 
 10% of your gross disability payment you receive from this plan 
 
The Long Term Disability carrier may apply all payments to you toward 
overpayments. 
 
Elimination Period = Ninety (90) days after the date disability begins. 
 
Waiting Period: 
 
If you are in an eligible class on or before the plan effective date: ninety  (90) days 
If you are entering an eligible class after the plan effective date: ninety (90) days 
*effective date of coverage is July 1, 2001 
 
Cost of Coverage: 
 
Your Employer pays 100% of the cost of your coverage. 

 
 

The information cited above is not the actual contract.  Benefits may vary by individual.  For 
complete details, refer to your copy of the Group Disability Certificate of Coverage, which 
should have been given to you upon enrollment in this insurance program. 
 
 

BENEFIT OPTIONS UPON TERMINATION 
 
An employee terminating employment with the Foundation, voluntarily or not, is entitled to 
the following benefits: 

 

 Conversion of medical insurance to individual or family coverage if the employee 
qualifies under COBRA (see earlier section) and 
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SOCIAL SECURITY (FICA) 
 
Social Security is a benefit to all employees with responsibility for contributions shared by 
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ACKNOWLEDGEMENT OF HANDBOOK (EMPLOYEEôS COPY) 

 

 

 
I hereby acknowledge the Towson University Foundation, Inc. Guide to Employment and 
Benefits, and I understand that I am expected to become familiar with its contents. I 
understand a copy of this Guide is available on-line at www.towson.edu.tufoundation.  I 
understand that this Guide is provided for informational purposes only, and is not a 
contract of employment between TUF, and myself nor does anything in this Guide 
constitute a guarantee of any benefit.  I also understand that: 
 

 Certain of the policies, procedures, and formal plan benefits in this Guide are 
governed by formal written documents, which are on file with the Management Team of 
TUF. 
 

 If there is any conflict between the information in the Guide and the formal written 
documents, the contents of the plan documents and contracts will govern. 
 

 The Foundation may change the policies, procedures, practices, and formal plan 
benefits described in this Guide without prior notice to me, and that these changes will 
govern. 
 

 This Guide supersedes any and all prior Guides, handbooks, policies, procedures 
and practices concerning the matters addressed in the Guide. 
 
Moreover, I understand that my employment with TUF is ñat will,ò and that I may end my 
relationship with TUF with or without notice, and with or without cause, at any time, and 
TUF reserves the right to do the same. 
 
I expressly allow Towson University Foundation, Inc. to deduct from my last pay any 
negative amount of paid leave to the extent allowable by law, and I agree to repay any 
balances owed in excess of this amount within 30 days of termination of employment.   

 
 

Signature:          __________________________________________    
 
Printed Name:   __________________________________________ 

http://www.towson.edu.tufoundation/
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