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REMINDER – Salary and offer letter should be approved through HR before sending to candidate.
Date


Name
Address
City State Zip

Dear :

On behalf of the division of MU Extension and the (dept) at the University of Missouri, I am pleased to offer you the position of (full university title or ranked title) located in (county/office).  Details of the offer are outlined below:

	Working Title:	
	Annual Base Salary:	
	FTE:	
	Term of Appointment:	(9 or 12 months)
	Initial Appointment Period:	start date through August 31, (year)
	Tenure Status:	Non Eligible for Tenure
	Type:	(Unranked Non-Regular Faculty OR Ranked Non-Regular Faculty)

[IF APPROPRIATE] While this initial appointment is unranked, all regional specialists are encouraged to pursue non-tenure track rank promotions through the MU Extension NTT Rank promotion system.  The promotion policy and guidelines can be found at http://extension.missouri.edu/staff/ntt/index.html. 

This appointment is renewable at the discretion of the University.  Circumstances affecting continued employment include, but are not limited to, work performance, fund availability, and educational priorities.  

[OPTIONAL] The University will reimburse you for, or pay directly, the actual cost of moving expenses associated with moving up to an amount equal to ten percent (10%) of your annual base salary.  The moving expense policy, HR 103, can be found online at http://www.umsystem.edu/ums/departments/hr/manual/103.shtml. 

[OPTIONAL] In addition, a relocation incentive of ($) will be paid to you soon after you become a University employee, contingent upon your return of a signed relocation agreement.  This agreement requires a specified level of repayment if you depart the University within two years.  The policy on relocation incentives, HR 104, can be found online at http://umsystem.edu/ums/departments/hr/manual/104.shtml. 

During your benefit eligible employment at the University of Missouri you will be eligible to participate in a broad array of benefit programs that the University makes available.  Benefits become effective on the first day of employment as long as you enroll within the first 30 calendar days of benefit eligible employment.  Please contact Faculty and Staff Benefits at 573.882.2146 or visit their web site at http://www.umsystem.edu/ums/departments/hr/benefits/ for specific information regarding University benefits.  You may also stop by Faculty and Staff Benefits, Woodrail Centre, 1000 West Nifong, Building 7, Suite 210 to obtain information.  Most programs will require a contribution on your part to participate.  It is important to note the participation in the UM Retirement, Disability, and Death Benefit Plan is mandatory and this requires contributions on your part.

In addition, other University benefits you may be eligible for include:

· Leaves – paid time off including holidays, vacation time, personal days, and sick leave.  For more information about the type of paid leave programs, please visit http://www.umsystem.edu/ums/departments/hr/manual/leaves.shtml. 

· HR 303 – Seventy-five percent of educational fees are waived for eligible employees registering for up to six (6) credit hours of University of Missouri college level credit courses per semester (three credit hours in the summer).  For details and eligibility, visit HR policy 303 online at http://www.umsystem.edu/ums/departments/hrmanual/303.shtml.  

· HR 309 – After five years of continuous full-time service, a fifty percent reduction of educational fees will be available for an eligible spouse or an eligible dependent child of eligible employees up to 140 hours of University of Missouri college credit courses per spouse or dependent child.  For details and eligibility, visit HR policy 309 online at http://www.umsystem.edu/ums/departments/hr/manual/309.shtml. 

[INCLUDE DETAILS OF APPOINTMENT, JOB DESCRIPTION SUMARY, ETC.]

This appointment is subject to all the rules, orders, and regulations of the Board of Curators.  The faculty handbook can be found online at http://facultycouncil.missouri.edu/handbook/index.html.  The Faculty Bylaws and Academic Tenure Regulations are also online at http://www.umsystem.edu/ums/departments/gc/rules/bylaws/310/. 

On your first day of employment, please bring appropriate documentation for completing your new hire forms (failure to do so may result in a delay in your pay), including:

· Proof of identity and eligibility to work in the United States for I-9 purposes, which may include a valid driver’s license or ID card, social security card, or United States passport.  See page 5 at http://www.uscis.gov/files/form/i-9.pdf for a complete list of eligible documents.

· Social Security Card.  The University needs to use the name and number as it is printed on the card when completing employment documents and must visually review your card.  

· Bank account information, such as a canceled check or voided check.  The University requires employees to direct deposit payroll funds to a bank or other financial institution specified by you.

· The University requires that we obtain a copy of your higher education transcripts.  Please bring an official copy of your transcript(s).  Your appointment is contingent upon verification of your degree(s).

 [IF APPROPRIATE] This offer is contingent upon successful completion of your master’s degree program prior to your start date and submission of documentation from the graduate school, verifying that all requirements have been completed, to MU Extension Human Resources office.

[IF APPROPRIATE] It is the policy of Extension that anyone hired after March 1st will not be eligible for a merit increase in September of that year.  However, you may be eligible the following year pending performance, funding, and other university guidelines.

This offer, like all offers from the University, is contingent upon a successful background screening.  In order to begin the background screening, you must complete the attached form and return it to Extension Human Resources at fax number 573.882.2595 or mail to 205 Whitten Hall, Columbia, MO  65211 as soon as possible.  For additional information related to the background check, please see policy HR 504 located in the Human Resources Policy Manual available at http://www.umsystem.edu/ums/departments/hr/manual/. 

This letter constitutes the full terms of our employment offer and supersedes all other representations, either written or oral, which may have been made to you.

The faculty and I are very enthusiastic about having you as a colleague in our group.  I believe you will be a great addition to the department and I look forward to working with you.  We are confident you will be able to achieve your professional and personal goals here at MU.  

Sincerely,


Hiring Supervisor

Enclosures:	Position Description
	CBC Form
	Summary of Your Rights

c:  Human Resources

I accept the offer on the specified terms.  I understand that my employment is subject to the rules, orders and regulations of the Board of Curators of the University of Missouri.

								
	Print Name			Signature			Date


I do not accept this position due to 	
	
	
	

								
	Print Name			Signature			Date
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