Merit Temporary Appointments
SAMPLE LETTER OF OFFER - to be printed on departmental letterhead

Instructions: Tab through the highlighted fields inputting requested information. Some drop-down boxes have been provided for you to select from.  Do not include the applicant’s home address on the offer letter.  When finished, click the “Review” tab and then click on the “Restrict Editing” option on the far right side of the toolbar. Click once on the “Stop Protection” button in order to take off this information before printing on your letterhead.
February 9, 2023
Dear First Name Last Name:

It is my pleasure to offer you the position of Title effective Date. The position is a  FORMDROPDOWN 
, temporary appointment  FORMDROPDOWN 
 Date. Merit temporary appointments are limited to less than 780 hours per fiscal year, but may be ended sooner based upon departmental staffing needs and ongoing funding availability. Under our current pay system, employees are paid on a monthly basis on the last workday of the month. Based on your start date, if timecards are submitted and approved by published deadlines, your first paycheck is scheduled to be on Date {please refer to the Payroll Periods and Paydates for Hourly Appointments}. Your hourly rate of pay will be $0.00.
Pursuant to the Fair Labor Standards Act (FLSA), this position is a non-exempt position for which you are eligible for overtime pay 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 http://www.uni.edu/obo/payroll/dates. 

In addition to wages, the University provides eligible temporary employees with health insurance and/or a retirement plan. To determine if you are eligible for these benefits and to obtain a description of these benefits, you may visit https://hrs.uni.edu/aca/merit and https://hrs.uni.edu/mybenefits/ipers.

This offer is contingent upon your successful completion of a pre-employment 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 by our vendor, HireRight, 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.
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. 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 temporary position of Title effective Date in accordance with the conditions noted.

Signature:

University ID#: ____

Date:

