Sample Offer Letter to a Transferred Exempt or Nonexempt Employee (Rev. Jan 2011)
(Insert Date)

(Insert Name of Selected Applicant)

(Insert Address)

Dear (Insert Name):
I am pleased to offer you the position of (Insert Name of Title) in the (Insert Name of Department) at a (monthly/hourly) rate of ($X.XX).  This offer of employment is contingent upon successful completion of the criminal history record information search and, if applicable, degree and licensure verification.  (Insert Name of Supervisor) will be your immediate supervisor. Attached is a Position Description with more detailed information about the duties of this position.

This position (is/is not) eligible for overtime under the provisions of the Fair Labor Standards Act.

This offer is not a guarantee of employment for any specified length of time by either party.  While it is my hope you will have a long and fruitful career with (Insert Name of appropriate HSC Academic Unit or Center), your employment will be “at-will,” which means that either you or (Insert Name of appropriate HSC Academic Unit or Center) can terminate your employment at any time for any reason, with or without cause.

Your vacation, sick leave and other benefits will remain the same as those in your current position.

We are pleased that you will be working with our office and look forward to your success.  Please sign this letter and the Position Description attached indicating your acceptance of the terms and conditions of this offer and return.







Sincerely,








(Insert Name of Supervisor)

I accept the terms and conditions of this offer.

______________________________________________

(Insert Name of Selected Applicant)

(Insert Date)
xc:  Personnel File
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