SAMPLE EMPLOYMENT LETTER to H-1Bs
(NOTE: The Department Head must sign Offers of Employment) 

Dear Dr. ___________: 

The purpose of this correspondence is to extend to you a formal offer of employment as _______(title)_______ in the Department of __________________________(if applicable, please specify if this is a joint appointment as per System Reg. 33.99.06 and/or if the work will be performed at an academic department).  The position you are being offered is for the period beginning ____________.  
The position is expected to continue through _______________ at the annual salary of $_________. (if not employed full time, please enter the percentage of FTE and the monthly salary earned).  However, this offer is not a guarantee of employment for any specified length of time by either party.  Your employment will be “at-will,” which means that either you or the Texas A&M Health Science Center can terminate your employment at any time for any reason, with or without cause, and is contingent upon obtaining or holding the required worked authorization to allow you to work in the United States on a full-time basis, continued satisfactory job performance and (optional) availability of funds from research grant ___ (state grant reference)____.

The requirements for this position are _________(describe degrees required and any related essential skills and experience).  Your duties for the position will include ________________ (describe in detail the duties of the job).  In addition you will be responsible for _________________ (describe in detail additional responsibilities assigned to the employee).  You will be expected to _________________ (relate in detail the expectations). 

You were selected for the position after an extensive recruitment effort (elaborate on the recruitment effort).  Your degrees in _______________ (state the credentials of the employee) and your experience in (state the experience of the employee in the particular field) qualify you for the position.

Please sign this letter indicating your acceptance of the terms and conditions of this offer and return.

Should you have any questions regarding the foregoing, feel free to contact me. 
Sincerely, 
Dept Head. 

I accept the terms and conditions of this offer. 

______________________________________________

(Insert Name of Selected Applicant here)

(Insert Date)

