<<Date>>
<<employee name>>
<<address>>
<<email address>>
Dear <<employee name>>,

We are pleased to offer you the <<full-time/___% time>> non-exempt position of _______________________, in the department of _________________ with a start date of _____________.

Compensation and Benefits: You will be paid an annual salary of $________ per year and is paid via direct deposit on a monthly basis and is subject to all withholdings and deductions required by law. Along with the annual salary an additional 14.2% will be added to a retirement fund. As a new employee, you are eligible to participate in a variety of great employee benefits, including medical and dental insurance, retirement plans, and paid leave time. Information about the employment benefits offered by USU can be found online at https://hr.usu.edu/benefits/index. Additional information can be found here: https://www.usu.edu/hr/new-employee All benefits and coverage are effective on your date of hire. 
<<In addition to these standard benefits, we will provide you with the following additional benefits: 
Moving Expenses: USU will pay all moving expenses for your household in accordance with USU policy and state law, in an amount up to but not to exceed $______. This is a taxable benefit and any amount paid will be included in your taxable wages.

Communication Allowance: USU will provide a monthly communication allowance in the amount of $________>>
<<This position is currently eligible for telework pursuant to University Policy 330: Telework.>>
Supervision and Duties: You will report directly to _______________. You will be expected to perform duties as outlined in the position description, and ________ may modify tasks as department needs require. New non-exempt employees have a six-month introductory period of employment (see USU Policy 395 Introductory Period of Employment). 
As a USU employee, you will be responsible for adhering to all applicable policies, rules, and bylaws of USU and the Utah System of Higher Education, as well as all relevant federal and state laws, including but not limited to the Utah Public Officers and Employees Ethics Act. USU’s policies may be found at https://www.usu.edu/policies/. You will also be subject to departmental policies, procedures, and rules.
This offer is contingent upon (a) verification of your eligibility to work in the United States, and (b) satisfactory completion of a successful background check and any other pre-employment screening activities required by USU policy.

Please return your signed acceptance of this employment offer by __________.

At Utah State University, each of our employees has the opportunity to shape the future through learning, discovery, and engagement. We look forward to your acceptance of this offer and to welcoming you to the Utah State family. Please let me know if you have any questions or if I can provide any additional information.
Sincerely,

Supervisor’s Signature
ACKNOWLEDGEMENTS

I accept this offer of employment and understand that my employment is probationary for an introductory period of six months. My supervisor will schedule performance check-ins during the introductory period to provide feedback about my performance.  
I understand I am required to establish my identity and eligibility to work in the United States by completing Form I-9 on or before my hire date. I must also present the required documents within three business days of my hire date to a Business Services representative. Failure to meet this requirement within the time specified will result in my release from employment.
By signing below, I certify that I have read and understand this letter, and I accept the position.

_______________________________________

_______________

Signature







Date
