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(DATE)

(EMPLOYEE NAME)
(EMPLOYEE ADDRESS)
                 

Dear (Mr./Ms. EMPLOYEE NAME):

Welcome to Florida Atlantic University! 

It is with great pleasure that I offer you the position of [BUSINESS TITLE], in the [DEPARTMENT NAME] at Florida Atlantic University. This offer is contingent upon the successful completion of a background check and verification of education.    

As a University, we service over 30,000 students from all 50 states and over 180 countries. Our work environment is a hub of cultures from across the nation and the world, making FAU a place where collaboration flourishes. Student success, excellence, and community engagement are some of our most prominent values. We are excited to have you join the FAU family and we are confident you will help maintain the high standards of our University.

The tentative start date for this non-exempt (FULL-TIME/PART-TIME) position is (DATE), at a salary of (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.

Your position is classified as Support Personnel (SP). All new 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. The specific details of your position, and all future positions with the University, will be detailed in your employee record.  

EMPLOYMENT AUTHORIZATION REQUIREMENT: 
This employment offer is contingent on meeting all work authorization requirements and regulations of the Immigration Reform and Control Act of 1986, and applicable immigration laws. Federal Law requires that all employees have authorization to work in the United States. If you require an employer-sponsored nonimmigrant work visa, you are required to obtain work authorization issued by U.S. Citizenship Immigration Services and the U.S. Department of State authorizing you to work specifically for Florida Atlantic University. 
Foreign nationals that require sponsorship from Florida Atlantic University in order to obtain a nonimmigrant work visa, are hereby notified, that Florida Atlantic University cannot guarantee that U.S. Citizenship and Immigration Services and the U.S. Department of State will approve a nonimmigrant visa for the purpose of obtaining work authorization. Florida Atlantic University will follow all federal guidelines and procedures in order to petition for a nonimmigrant work visa. If your visa sponsorship requires a prevailing wage determination to be issued by the Department of Labor (such as with an H-1B nonimmigrant visa), FAU reserves the right to withdraw this employment offer or terminate employment if the FAU offered wage cannot be increased to meet the  prevailing wage determination issued by the Department of Labor. Florida Atlantic University makes no claims or guarantees on the length of time it will take to file an employer-sponsored nonimmigrant work visa petition. Florida Atlantic University also reserves the right to withdraw or discontinue an employer-sponsored petition for nonimmigrant work visa at any time. 
All employees must satisfy the requirements of the Immigration Reform and Control Act of 1986, which requires documents to prove the employee’s identity and demonstrate that the employee is authorized to work in the U.S., and to complete an Employment Eligibility Verification form (Form I-9). Future employment status at Florida Atlantic University, for all employees, is contingent upon your eligibility to work under the provisions of Immigration Reform and Control Act of 1986, and all immigration laws and regulations.





ONBOARDING REQUIREMENT: 

Prior to your first day of employment, you will need to complete the “onboarding process” in Workday, Florida Atlantic University's Human Capital Management (HCM) System. Please monitor your email for directions on the onboarding process.

The onboarding process includes but is not limited to: completion of Section I of the I-9, entering government ID’s, contact and personal information, completion of federal withholdings, and the Direct Deposit Authorization form. Florida Atlantic University uses direct deposit as the method of salary payments for employees. The State of Florida requires that you sign a Loyalty Oath Form, State Policy on Public Records Form, and a Florida Retirement System Form. These forms will be made available to you electronically during the onboarding process (Human Resources will e-notarize your Loyalty Oath Form after you e-sign).

Federal law requires that all employees complete an electronic I-9 verifying their eligibility to work in the United States. Our Workforce Administration and Records Control Office will need to photocopy original documents in compliance with the Immigration and Naturalization Act.  A list of acceptable documents for I-9 verification is available by visiting our website at FAU E-Verify | Florida Atlantic University. Please be prepared to present appropriate documentation on or before your first day of employment. 

For information regarding eligibility for employee benefits including health and retirement options, the enrollment process and the effective dates of coverage, please visit: https://www.fau.edu/hr/benefits/. Your enrollment in the benefits programs for which you are eligible must be completed within your first sixty (60) days of employment or you will be required to wait until the next open enrollment period. 

Welcome to Florida Atlantic University.  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.  

Sincerely,


[bookmark: _Hlk191639948]
[SIGNATURE REQUIRED OF HIRING AUTHORITY]
[UPDATE WITH HIRING AUTHORITY’S NAME AND BUSINESS TITLE]



I accept the position of [BUSINESS TITLE], effective [DATE].


___________________________________________ _____________________
[UPDATE WITH EMPLOYEE NAME & OBTAIN SIGNATURE]	              [Date]

An Equal Opportunity/Equal Access Institution


