SAMPLE OFFER LETTER

MONTHLY ADMINISTRATIVE PROFESSIONAL, GRANT-FUNDED NON-CONTINUOUS 
 

  

Dear [applicant’s first name]:

 

I am delighted to offer you the position of [position title] in the [Department of/Unit Name] at Illinois State University.  [We are/I am] excited to have you joining our staff and hope you are equally excited about this opportunity.  This offer is being extended on a non-continuous basis with renewal contingent upon available grant funding.  Your appointment will be effective [date] and the terms and conditions of this offer are as follows:

 

· The hourly salary will be [$----].

· 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 performance.
· This offer is contingent upon the availability of funding and/or program needs.

· If appropriate and desired: Job expectations – workload, committee assignments, etc.
· This position is subject to a criminal background investigation based on University Policy 3.1.30 and any offer of employment is contingent upon you passing a satisfactory criminal background investigation. You may not begin work until the criminal background investigation results have been received and cleared by Human Resources.  
Illinois State University is authorized to do business within the State of Illinois. All work under this appointment is required to be performed from within the State of Illinois. Illinois State University does not authorize out-of-state work.    

If you are an individual with a disability and need a reasonable accommodation under the Americans with Disabilities Act (ADA) or other state or federal law you may request an accommodation by contacting the Assistant Director, Employee Accommodations in the Office of Equal Opportunity, Ethics, and Access at 309-438-3383 or equalopportunity@ilstu.edu. The Office of Equal Opportunity and Access will hold any confidential information you provide in confidence.
 

Again, it is a pleasure to welcome you to this position at Illinois State University.  If you have any additional questions, please contact me at (309) [xxx-xxxx].  Also, as verification that you accept this offer, please sign the enclosed copy of this letter and return it to me by [date].  A contract will be sent to you once all hiring documents have been completed.  
Sincerely,

 

 

 

 

[Name]

[Title]

 

Enclosure

 

Cc: 
 Human Resources

      
 [Name, Title -Next Level Supervisor/Dept. Head/Director, etc.]

 

 

I accept the offer as described in this letter dated [date].  I further understand that if I leave this position prior to one year from the contract start date, I am expected to repay any and all moving expense reimbursement, and I agree to authorize any necessary paperwork for this amount to be deducted from my final Illinois State University paycheck.

 

 

 

_________________________________________________        ____________________

 

Signature                                                                
 

Date

�Delete highlighted text if the position will not have moving expenses reimbursed.





