


<<INSERT USU DEPARTMENT LETTERHEAD>>
      <<ADDRESSEE>>
      <<ADDRESS LINE 1>>
      <<ADDRESS LINE 2>>
      <<CITY, STATE, AND ZIP CODE>>

      <<DATE>>
Dear       <<NAME>>,

We are pleased to offer you the [full-time/part-time] position of       (“Position”) with Utah State University (“USU”) with a start date of      .
[bookmark: a676116]Supervision and Duties:  You will report directly to the       <<SUPERVISOR TITLE>>, currently       <<NAME>>, or another individual designated by USU's       <<VP/DEAN>>.  You will be expected to perform duties as outlined in the enclosed Position Description, which duties may be modified by your supervisor as department needs require.  Following your probationary period, your supervisor will conduct yearly evaluations of your performance.

[This position will be classified as an non-exempt/exempt position (referred to at times as a “classified” position under USU policy).] As a USU employee, you will be subject to and 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 online at www.usu.edu/policies. You will also be subject to specific policies, procedures, and rules established by the       <<VP/Dean of division>> related to the operation of the       <<DIVISION OR DEPARTMENT NAME>>.   

Compensation[ and Benefits]:  You will be paid an [annual salary/hourly rate] of $_______ consistent with the payroll practices of USU and subject to all withholdings and deductions as required by law. You will also be eligible for cost of living and merit increases, which will be determined by the [supervisor] based on funding and budget availability.  

[The Position is benefited, and subject to eligibility requirements, you may be eligible to participate in USU’s benefit plans and programs as listed at https://hr.usu.edu/benefits/.  USU provides a variety of employee benefits, including medical and dental insurance, retirement plans, and paid leave time. Eligibility is described in USU policy and the governing plan/policy documents. Information about the employment benefits offered by USU can be found online at https://hr.usu.edu/files/benefits/Benefits_Summary.pdf.  Additional information can be found here: https://www.usu.edu/hr/new-employee. Please see USU Human Resources as to the effective date of your coverage.]
<<ENUMERATE ADDITIONAL BENEFITS AS AGREED UPON>>
[The following additional benefits will be provided once this agreement is completed:  

· 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 amounts 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 3008: Telework.

<<THE FOLLOWING SECTION MAY BE INCLUDED WHEN PRACTICAL>>
[bookmark: a113417][bookmark: a508626][Legal Restrictions:  By accepting this offer, you confirm that you are able to accept this job and carry out the work involved without breaching any legal restrictions, such as those imposed by a current or former employer (e.g. non-competition, confidentiality, intellectual property rights or ownership etc.).  If you have any questions about legal restrictions connected with a current/former employer, then please discuss such questions with that employer.  You will be expected to inform USU about any legal restrictions and provide USU with copies of any agreements between you and your current or former employer.]

[bookmark: a758709][bookmark: a363501]Requirements:  This offer is contingent upon (a) verification of your right to work in the United States, as demonstrated by your timely completion of the I-9 Form upon hire, and (b) satisfactory completion of a background investigation and any other pre-employment screening activities required by USU policy.

<<THE FOLLOWING SECTION MUST BE INCLUDED WHEN HIRING FOR A GRANT FUNDED POSITION>>
The initial appointment will end on <<DATE>>, the end of the current grant year. Appointment renewal for the following grant year will be based upon available grant funding and employee performance. <<THE FOLLOWING SECTION MAY BE INCLUDED WHEN NECESSARY>>
Accrued vacation leave must be taken during the active appointment. Vacation leave hours will not be paid out at the end of employment. 
Employment ending due to discontinuation of grant funds is not eligible for USU Reduction-In-Force benefits. 











<<THE FOLLOWING SECTION MAY BE INCLUDED WHEN PRACTICAL>>
[Withdrawal:  This offer is valid until      <<DATE>>.  If you wish to accept this offer and Position, please sign below and return this letter to me prior to that time.]

We look forward to welcoming you to the Utah State family. Please let me know if you have any questions or I can provide any additional information. 

Sincerely, 



      <<NAME>>
      <<TITLE>>

ACKNOWLEDGMENTS
I accept this offer of employment and understand that my employment is probationary for an introductory period of one year. My supervisor will schedule at least two performance evaluations during this one-year introductory period to provide feedback about my performance.  After the introductory period, performance evaluations will be conducted annually.  

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. This must be done in person. I must also present the required documents within three (3) business days of my hire date to the USU HR office.   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 as described above.

Signature:	________________________
Name:		________________________
Date: 		________________________
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