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July 26, 2017

Dear First Name Last Name:

It is my pleasure to offer you the position of Title in Department effective Date. The position is a  FORMDROPDOWN 
,  FORMDROPDOWN 
 appointment. You will serve a 6-month probationary period. Your hours of work will be {days} from {hours of work}. Under our current pay system, employees are paid on a monthly basis on the last workday of the month. In this assignment, you will be paid  FORMDROPDOWN 
.  Your hourly rate of pay will be $0.00 which equates to a monthly salary of $0.00. (remove monthly salary if Hourly)
Pursuant to the Fair Labor Standards Act (FLSA), this position is a non-exempt position for which you are eligible for overtime pay or compensatory time for all hours worked over 40 hours in a work period. Please refer to university policy 4.15 FLSA, Overtime & Compensatory Time - https://policies.uni.edu/415. For timecard and payroll periods scheduled, please visit https://obo.uni.edu/payroll/dates. 
In addition to the cash salary, the university will make the appropriate payments to the Social Security, retirement, life insurance, disability insurance, and health and dental insurance programs in accordance with university regulations covering your employment. We will, upon receipt of your written acceptance of this offer, be in contact with you regarding completion of the necessary employee benefits and payroll forms.

This offer is contingent upon your successful completion of a pre-employment  FORMDROPDOWN 
 background check. Please indicate your acceptance of this offer by signing below and returning this letter to Human Resource Services by mail, or by faxing it to (319)273-2927 at your earliest convenience. You will then be contacted via e-mail to initiate the above noted background check(s). This offer is also contingent upon you providing proof of eligibility to work in the United States. Please visit https://hrs.uni.edu/newemployees/getting-started/ obtain and complete new hire paperwork and then report to Human Resource Services (027 Gilchrist Hall) on or before your first day of employment to turn in forms and provide document(s) that will establish your identity and employment eligibility. For a list of acceptable documents, please visit http://www.uscis.gov/i-9-central/acceptable-documents.
We are confident you will find the Title position rewarding, interesting, and challenging. The credentials you have presented, along with the favorable impressions you made during the interview process gives us confidence you will be successful at the University of Northern Iowa.

This offer is in accordance with the University of Northern Iowa policies and by signing this offer letter, you agree to abide by the policies of the University of Northern Iowa. You may not revise or add any terms or conditions of the appointment without prior agreement. Revisions or additions will only be accepted if noted and agreed to in this offer letter.

To establish your university ID (UID) number, please go to uni.edu/newhire and follow the instructions provided.  Enter your new UID number after your signature below. If you have questions about this process or do not have access to a computer, call (319)273-2422 for assistance. We look forward to having you join our team!

Sincerely,

Director
Title
c: Human Resource Services

I hereby accept the offer detailed above for the position of Title effective Date in accordance with the conditions noted.

Signature 

University ID# 

Date 

