Date

Name

Address

City, State, Zip

Dear Mr. /Ms. Employee:

I am pleased to offer you the position of (classification title) within the (department name) at Florida Atlantic University, (insert campus location).  The effective date for this non-exempt (full-time/part-time) position is (date), at a salary of (annual or hourly rate) which will be paid bi-weekly. 

(OPTIONAL-modify as appropriate) The work schedule for this position is (Monday-Friday from 8:00 a.m. to 5:00 p.m. with one hour for lunch), unless an alternate schedule is approved by your manager.

(OPTION #1 – For current SP employees accepting a different SP position)

Your position is classified as Support Personnel.  All Support Personnel employees must successfully pass a six month probationary period for continued employment. Employment beyond the probationary period will require satisfactory job performance and compliance with existing and future University and departmental regulations and policies. If you have successfully completed your probationary period no further probationary periods will be served, regardless of future changes in position.  The specific details of your position, and all futures positions with the University, will be detailed on a Personal Action Form.

(OPTION #2 – For SP employees hired through Internal Recruitment process)

Your position is classified as Support Personnel.  Continued employment with Florida Atlantic University will require satisfactory job performance and compliance with existing and future University and departmental regulations and policies.  The specific details of your position, and all future positions with the University, will be detailed on a Personal Action Form.

Congratulations on your new position.  I am very excited about the prospect of you joining our team. Please signify acceptance of this offer by signing and returning this letter to me.  This letter will be placed in your Personnel file.

Sincerely,

Hiring Authority

Title

I accept the position of (title), effective (date).

(Employee Name)                                                                                                            Date

