<<Date>>

Dear <<employee name>>,

We are pleased to offer you the position of _______________________, in the department of _________________ with a start date of _____________. You will be paid $______/hour. Wages are paid via direct deposit on a semi-monthly basis and are subject to all withholdings and deductions required by law.

<<This position is currently eligible for telework pursuant to University Policy 3008: 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. 

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>> <<Felony self-disclosure>> and any other pre-employment screening activities required by USU policy.


Please let me know if you have any questions or if I can provide any additional information.


Sincerely,


Supervisor’s Signature



