SAMPLE OFFER LETTER FOR SALARIED, EXEMPT, NON-TEMPORARY POSITION – EXTERNAL APPLICANT - 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. 
Click the “Review” tab and then click on the “Restrict Editing” option on the far-right side of the toolbar. Click on the “Stop Protection” button on the lower, right corner of the screen in order to make any custom edits to the letter, including (if applicable):
*Please delete the irrelevant sentence in the first paragraph that does not apply to the new employee’s appointment and monthly pay schedule. 

*If position is part-time add “(approximately xx hours per week)” after Part-Time in the second sentence.

*Add language regarding moving expenses, if applicable. Contact HRS for specific language to use. If moving expense reimbursement is being offered, it must be included in the offer letter.
When finished delete these instructions and print on your letterhead.
November 20, 2023 FORMTEXT 

October 4, 2022

Dear First Name Last Name:

It is my pleasure to offer you the position of Title effective Date. The position is a ,   FORMDROPDOWN 
 appointment with a  service schedule. For more information about Professional & Scientific appointment types, please visit https://policies.uni.edu/521 and for service schedules, please visit https://hrs.uni.edu/ps/service-schedule. Your monthly salary will be $0.00, which equates to an annualized salary of $0.00.  Under our current pay system, salaried staff are paid over the course of twelve payrolls each year, on the last workday of the month, with the first year's salary prorated accordingly, based on the start date. Pursuant to the Fair Labor Standards Act (FLSA), this position is exempt from overtime pay or compensatory time. For the payroll periods and paydays schedule, please visit https://obo.uni.edu/payroll/dates.
In addition to the cash salary, the University will make the appropriate payments to 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.

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 give us confidence you will be successful at the University of Northern Iowa.

This offer is contingent upon your successful completion of a pre-employment degree verification and  background check. This offer is also contingent upon you providing proof of eligibility to work in the United States. Please report to Human Resource Services (027 Gilchrist Hall) on or before your first day of employment to complete new hire paperwork and to provide document(s) that will establish your identity and employment eligibility. For a list of acceptable documents, please visit http://www.uscis.gov/files/form/i-9.pdf.

Please indicate your acceptance of this offer by signing below and returning this letter by mail to Human Resource Services at UNI, 027 Gilchrist Hall, Cedar Falls, IA 50614-0034, by fax at (319)273-2927, or by email at hrs-employment@uni.edu at your earliest convenience.

Upon acceptance of this offer you will be contacted via e-mail by our vendor, HireRight, to initiate the above noted background check(s).
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, call (319) 273-2422. We look forward to having you join our team!
Sincerely,

Dean, Director or Dept Head Name
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 

