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777 Glades Road
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tel: 561.297.????
fax: 561.297.????
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www.fau.edu

 





(DATE)

(EMPLOYEE NAME)
(EMPLOYEE ADDRESS)
                 

Dear (Mr./Ms. EMPLOYEE NAME):

I am pleased to offer you the position of (BUSINESS TITLE) within the (DEPARTMENT NAME) at Florida Atlantic University, (CAMPUS LOCATION).  The effective date for this non-exempt (FULL-TIME/PART-TIME) position is (DATE), at a salary of (HOURLY RATE) per hour, which will be paid bi-weekly. This offer is contingent upon the successful completion of a background check and verification of education.


(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 – To be used for Time Limited or Grant Funded position with firm end date)
Your position with Florida Atlantic University is designated as (TIME LIMITED/GRANT FUNDED) and will end on (date).  No further notice of cessation of employment is required.  The specific details of your position, and all future positions with the University, will be detailed in your employee record. 

(OPTION #2 – To be used for grant funded positions with anticipated recurring funding)
Your position with Florida Atlantic University is designated as Grant Funded. This position is funded with recurring (FOUNDATION/GRANT) funds with an end date of (DATE).  Renewal of funding is anticipated; however, not guaranteed. No further notice of cessation of employment is required.  The specific details of your position, and all future positions with the University, will be detailed in your employee record.

PROBATIONARY PERIOD INFORMATION:
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. The specific details of your position, and all future positions with the University, will be detailed in your employee record.  

EMPLOYMENT AUTHORIZATION AND CONTINUED EMPLOYMENT REQUIREMENT:
Continued employment with Florida Atlantic University will require satisfactory job performance, adherence to all existing and future University and departmental regulations and policies, and compliance with all work authorization requirements and regulations of the Immigration Reform and Control Act of 1986, and applicable immigration laws.
BENEFITS ELIGIBILITY INFORMATION: 
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. 

Congratulations on your new position.   I am very excited about the prospect of you joining our team.  Please signify your acceptance of this offer by signing and returning to me the enclosed copy of this letter.  

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


