Sample Offer Letter for Presidential Appointments

DATE

ADDRESS

Dear NEW APPOINTEE,

Congratulations!

This letter is to confirm our conversation on <<DAY, CONVERSATION DATE>> and to outline details regarding your appointment to the <<POSITION, DEPARTMENT>>.   Welcome to the Team. <<Your particular welcome statements here>>

As we discussed, your position begins on <<DATE>>, and your starting salary will be <<$00,000>> annually. (OPTION) Your offer includes up to $XXX for relocation expenses.  To make arrangements for relocation services or to acquire a declining balance credit card, please contact University Human Resources at 740-593-0065.  A copy of our relocation policy is enclosed.

As a <<full-time regular (or regular part-time)>> Ohio University employee you will enjoy a generous benefits package. Our benefits program is designed to provide protection for you and your eligible dependents and is an important part of your total compensation. This includes vacation time, paid sick leave, paid holidays, immediate health benefits coverage for you and your eligible dependents, a choice between state or alternative retirement plans and other policies and programs (e.g., life insurance, long-term disability insurance, dental and vision insurance, flexible spending accounts, availability of tax sheltered annuities, educational benefit which includes tuition waiver, and professional development opportunities.) Details on all benefit programs can be found at http://www.ohio.edu/hr/benefits 
You are scheduled to participate in a New Employee Orientation on <<DATE, TIME, PLACE.>>  At this orientation, you will receive information about the benefit and retirement options, as well as other employment programs; obtain your employee ID and parking pass; and complete other important employment related forms. 

In accordance with federal law, the University requires you to verify your eligibility to work in the United States.  Please plan to bring to Ohio University’s Office of Human Resources appropriate documentation with you <<dept, choose either,>> on your first scheduled work day <<or>> to orientation <<whichever is first>> to show your eligibility to work in the United States.  A list of acceptable documents may be found at http://www.uscis.gov/files/form/i-9.pdf.  If you need assistance from Ohio University to obtain or extend your employment authorization within the United States, please inform <<insert name of person to whom acceptance is to be sent>> in your acceptance letter <<or notice>>.
Please send a letter to <<PERSON>> to confirm your acceptance of this position by <<DATE>>.  I look forward to your joining <<DEPARTMENT>> and anticipate a rewarding relationship.

Sincerely,

Appropriate Name

Title and Department
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