New Job: Acceptance Acknowledgement Letter
Date
Name
Address
City, State, Zip Code
Dear [Name]:
We are happy to receive your acceptance of our offer of employment for the position of ____________________ in the ________________ Department.
Your first day of work will be [day of week], [month and date], 20__. Please plan to arrive at 9 a.m. at the Human Resources Department on the third floor. If you are driving on the first day, you may park in our Visitors Parking and then move your vehicle to your assigned space when you receive the required parking sticker.
On [date], you will receive a packet of information about [Name of organization] and our benefits programs. You will then participate in a New Hire Orientation with several other new employees until 12:30, when you will be met by your supervisor, [Name], who will treat you to lunch and then take you to your department.
As part of our new hire process, you will be asked to complete a Form I-9 in compliance with the Immigration Reform and Control Act. As part of this compliance, you must present us with documents which identify you and indicate you are eligible to work in the United States. This must be done within three days of hire. You will need to complete and submit benefits enrollment forms within 30 days of your date of hire. If you have any questions regarding the I-9 or benefits information, please contact me or another member of the Human Resources Department.
We look forward to working with you and to the contributions you will make to [Name of organization], as well as the opportunity to provide you with professional growth.
Sincerely,
Director of Human Resources
Cc: Employee's Supervisor
Employee File
