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Date

Employee Name        

Employee Address      

Address                    

Dear Mr./Ms. Employee:

I am pleased to offer you the position of Class Title, in the Department Name at Florida Atlantic University.  The effective date of your appointment in this position will be Date at an annual salary of $—.
Your employment with Florida Atlantic University will continue unless you receive a Notice of Separation, or your employment is terminated for cause.   The specific details of your position, and all future positions with the University, will be detailed on a Personnel Action Form.  

The State of Florida requires that you sign and have notarized a loyalty oath and that your salary be paid through direct deposit to your banking institution. Federal law requires that all employees (U.S. citizens alike) complete an I-9 form verifying their eligibility to work in the United States. Our Processing and Records Office will need to photocopy original documents in compliance with the Immigration and Naturalization Act.  All paperwork will be completed on your first day of work, in an all-day Orientation Program.

Welcome to Florida Atlantic University.  Please acknowledge acceptance of this position as presented in this letter by signing below. This letter will be placed in your personnel file.  The letter may be faxed to my attention at (561) 297-2404.

Sincerely,

Hiring Authority

Title

I accept the position of Title, effective Date.

___________________________________________ ________________

Employee Name   
Date
