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Address
City State Zip

Dear :

On behalf of the XX at MU, I am pleased to offer you the position of X.  As we discussed, your starting compensation will be $X an hour.  [NPAs only This includes .15 cell phone agreement.]  

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, which is located in the Human Resources Policy Manual available at http://www.umsystem.edu/ums/departments/hr/manual/.

[FOR FULL-TIME, BENEFIT ELIGIBLE EMPLOYEES ONLY] 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 website at http://222.umsystem.edu/ums/departments/hr/benefits  for specific information regarding University benefits.  You may also stop by the Faculty and Staff Benefits office, Woodrail Centre, 1000 W. Nifong, Building 7, Suite 210 to obtain information.  Most programs will require a contribution on your part to participate.  It is important to note that the participation in the UM Retirement, Disability, and Death Benefit Plan is mandatory and that this program will require 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 eligiblity, visit HR policy 303 online at http://www.umsystem.edu/ums/departments/hr/manual/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 eligibilty, visit HR policy 309 online at http://www.umsystem.edu/ums/departments/hr/manual/309.shtml; 

[FOR FULL-TIME, BENEFIT ELIGIBLE STAFF] All new University employees are subject to a six-month probationary period. During this time University policy does not permit the use of accrued vacation. However, each University employee receives four personal days annually, and two of those days may be used during the probationary period. See HR 109 of the HR Policy Manual for additional information about the probationary period. 

On or before your first day of employment, the following items are necessary:

· The Immigration Reform and Control Act of 1986 (IRCA) requires employers to verify the identity, the residency status and the eligibility for employment of all employees.  On or before your first day of work, you will be required to present original documentation to establish (1) your true identity and (2) eligibility to be employed in the United States (such as birth certificate, passport, driver’s license and/or social security card).  See page 5 at http://www.uscis.gov/files/form/i-9.pdf for a complete list of eligible documents.  Therefore, this offer of employment is contingent upon your providing the documentation necessary to permit the University to comply with its obligations under IRCA. 

· You are also required to bring your 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 it.  

· You will also need to bring bank account information, such as a canceled or voided check when you report for work.  The University requires employees to direct deposit payroll funds to a bank or other financial institution specified by you.  

[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.       

We are impressed with your skills and credentials, and feel your background and experience are a good match for our needs.  We look forward to your arrival and having you as part of our team. If you have any questions about your employment prior to arrival, please contact me at (telephone number). 

Sincerely,


Signature
Hiring Supervisor

c:  Human Resources 


I accept this position and agree to the terms of the employment set forth above.  

					
	Print Name	Signature	Date

I do not accept this position due to 								

					
	Print Name	Signature	Date

Offer letter – (candidate name)		Page 1 of 3


image1.png
UNIVERSITY OF MISSOURI

M Extension





