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(DATE)

(EMPLOYEE NAME)

(EMPLOYEE ADDRESS)

Dear (Mr./Ms. EMPLOYEE NAME):

I am pleased to offer you the position of (CLASS TITLE), in the (DEPARTMENT NAME) at Florida Atlantic University, (CAMPUS LOCATION). The effective date of your appointment in this exempt position will be (DATE) at an annual salary of ($—), to be paid bi-weekly. A factor of 26.1 is used to annualize the biweekly salary.  This position is classified as Administrative, Managerial and Professional (AMP).

Continued employment with Florida Atlantic University will require satisfactory job performance and compliance with existing and future University and departmental regulations and policies. Your employment will continue unless you receive a Notice of Separation, you are terminated for cause, or you are separated for any other reason pursuant to University regulation, policy or applicable collective bargaining agreement.  The specific details of your position, and all future positions with the University, will be detailed in your employee record.  

You are scheduled to attend New Hire Orientation on (DATE).  Report to the Department of Human Resources, 777 Glades Road, Instructional Services Building (IS-4) Room 114, Boca Raton, FL 33431 no later than 8:30 A.M.  Directions to our Boca Raton Campus are available at (http://www.fau.edu/explore/campuses.php). 

For information regarding eligibility for employee benefits including health and retirement options, the enrollment process and the effective dates of coverage, please visit:http://www.fau.edu/hr/benefits/Benefits_and_Retirement_orientation_video.mp4. 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 acceptance of this offer by signing and returning this letter to me.  

Sincerely,

(HIRING AUTHORITY)

(TITLE)

I accept the position of (TITLE), effective (DATE).

___________________________________________ ________________

(EMPLOYEE NAME)   
     Date

An Equal Opportunity/Equal Access Institution


