
[Date]

[Name]

[Address]

Dear [Candidate Name]:

On behalf of The University of Alabama, I am pleased to offer you the position of [title], in the department of [name of department] reporting to [name and title of supervisor].  The salary for this full-time, regular, nonexempt position is [hourly $$ amount] per month.  Your expected starting date of employment is [starting date; department also may include factors on which this date is contingent].  Please report to [name and title of person to report to, location and time to report].

[The department also may cite important departmental policies and fulfillment of policies specific to the position (for example, drug testing policies for drivers of university vehicles) in the following paragraph.]
Should you accept this offer of employment, you will be eligible as a full-time nonexempt staff member to participate in a variety of benefits.  Some benefits currently available to employees include:
· Health Insurance
· Dental Insurance 
· UA Paid Life, AD&D, LTD Insurance  
· Employee Paid Life, AD&D Insurance  
· Teacher’s Retirement (7.25% Mandatory)  
· Retirement Systems of Alabama (RSA-1) Deferred Compensation Plan  
· TIAA-CREF 403(b) Savings and Investment Plan      
· Health Care Spending Account  
· Dependent Care Spending Account  
· Long-term Care Insurance 
· Annual Leave (Vacation) and Sick Time Accrual  
· Paid Holidays  
· Tuition Assistance

At UA employee orientation [include dates/times here if already scheduled], you will be provided with information about the benefits enrollment process, eligibility criteria for these benefits, and the effective dates of coverage.  Your enrollment in benefits programs for which you are eligible must be completed and effective within the first 30 days of your employment or you must wait until the next open enrollment period. Your supervisor will provide you with your login information so you can register for new employee orientation.  In the meantime, I encourage you to review the Web resources identified below for further information about your employment and the university.

Also during the UA orientation, you will be provided with a link to the employee handbook, which contains summary information about a variety of important employment practices/procedures, your employment status and general workplace information.  One important job expectation mentioned in the handbook relates to maintaining the privacy of confidential information obtained from the university, school or departmental records, either during or after employment with the university (unless such disclosure is a normal requirement of your position and has been authorized).  As an employee, you will be expected to prevent and not participate in the unauthorized access, use, review, disclosure, dissemination, alteration, or destruction of confidential information regarding students, employees or patients.  For more information on that policy and others, it is essential that you read your employee handbook and complete the employee acknowledgement form provided at the back of the handbook.

Under federal laws, you also will be required to verify your eligibility to work in the United States.  On your first day of employment, you will be required to fill out the INS form I-9.  Please bring with you documents that will establish your identity and employment eligibility.  Enclosed is a list of acceptable documents.

I am pleased that you are joining The University of Alabama and hope you will find your employment with UA to be a rewarding experience.  You are joining a winning team of UA faculty and staff with a long tradition of excellence in academics, athletics and service to the community.  If you have any questions, please call me at [phone number].

This letter represents an initial offer of employment; however, it does not constitute an employment contract for any specified period of time.  Please signify your acceptance of this offer of employment by sending either a letter of acceptance or by signing and returning the enclosed copy of this letter [other signed agreements required by department] to [department address] no later than [date].

Sincerely,

[Name]

[Title]

I hereby accept the University of Alabama’s employment offer as described in this letter.  I understand that my acceptance of this offer does not constitute an employment contract and that my employment with The University of Alabama may be terminated, either by my employer or myself at anytime, for any reason, with or without notice.

___________________________________________

___________________

Signature of Candidate




Date

CC:  [appropriate copies]

Enclosures:  


INS Form I-9 List of Acceptable Documents 
[Other Departmental Agreements]

Web Resources:


Employee Benefits http://hr.ua.edu/benefits/index.html
Parking http://bamaparking.ua.edu/
Payroll http://payroll.ua.edu/
Staff Handbook 
UA Home Page http://www.ua.edu/
University Policies http://hr.ua.edu/benefits/HRpolicymanual.html
[Department Home Page]

