
(Insert Date)
Selected Candidate’s Name

Address

City, State, Zip

Dear (Candidate):
It is with great pleasure that we confirm your acceptance of the position of (working title) in (department name) effective (start date).  This position is classified as a (band title and level) and we are offering you a salary of $ per hour and $ per month.  This is a (full, part) time position, (40) hours a week, (8:00AM – 5:00 PM) Monday through Friday.  However, depending upon workload, the work schedule may vary and additional hours may be required.  (Supervisor’s name) will be your direct supervisor.

(If a new hire/rehire) You will serve a probationary period of six months (12 mths for Law Enforcement).  Successful completion of the probationary period is contingent, in part, upon attendance at New Employee Orientation and Safety Training.  (If employee is less than .75 FTE, remove the next sentence) Orientation will include information on benefit eligibility including mandatory participation in the Teacher’s and State Employee’s Retirement System -TSERS (6% deduction from your paycheck each month). 

(remove paragraph if not applicable) This is a time-limited appointment, which is scheduled to expire on (enter date).  Appointment may end at any time, however, if funds should be exhausted.  If the position ends, you will not be eligible for severance pay or reduction in force priority.
This offer is also contingent on the successful completion of a background check and verification of credentials.  (If candidate is not a current NC State University employee and their highest degree is from an institution outside the United States, please include the following statement)  Also, since your highest degree is from an institution outside the United States, please contact World Education Services at www.wes.org to request a degree equivalency/verification.  Include the Employer ID # 132829 when submitting the request.   
We are delighted to have you join our staff.  I am confident your skills and experience will lend themselves to a great career at NC State.  We look forward to seeing you (insert date – must be after background check and educational verification is complete) and in the meantime, please do not hesitate to call me at (phone number) if you have questions.  

Sincerely,

(Your Name)

(Title)
I accept this offer and agree to abide by the policies and regulations of the University.

Signature





Date

Return Copy to Hiring Manager

Employment Offer Addendum 

Benefits 

Information about eligibility for leave benefits can be found at http://www.fis.ncsu.edu/hr/hrim/leave.asp
Information concerning retirement, health, and other benefits is available through the Division of Human Resources online at: http://www7.acs.ncsu.edu/hr/benefits/life_events/new_empl.asp or by phone at 919-515-2151.  IMPORTANT NOTE:  Some benefits require enrollment within the first 30 days of employment.  

Proof of Work Authorization

As required by Federal law, this offer is contingent upon your presentation of authorized documentation that verifies your identity and your eligibility to work in the U.S.   You will be asked by a representative of your department to complete the form I-9 (Employment Eligibility Verification) no later than your third day of work.  If you are not a U.S. citizen, or U.S. Permanent Resident, your department will work with HR’s International Employment Office (IE) to petition for non-immigrant visa status on your behalf for employment at NC State University.  For assistance, contact IE at (919) 513-7525.

Employment Policies

Your appointment to this position is subject to the Constitution and laws of the United States and the State of North Carolina, and to the policies, regulations and rules of the University of North Carolina and NC State University as adopted and as periodically revised or amended.  NC State University policies, regulations and rules, and the UNC Code, may currently be found online at http://www.ncsu.edu/policies/homepage.php and http://www.northcarolina.edu/content.php/legal/policymanual/contents.htm respectively.
Your performance, salary, and responsibilities will be reviewed according to established University requirements and departmental/college evaluation criteria.

Employees of the University are required to participate in the Direct Deposit Program using their financial institution of choice.  Information concerning the Program and additional banking options may be found at: http://www.ncsu.edu/policies/employment/payroll/REG05.45.1.php
Signature / Date

