<<Department Letterhead>>	Comment by OFHR HR Team: Add in department’s letterhead.


<<Date>>


<<Name>>
<<Street Address>>
<<City, State  Zipcode>>
<<Email address>>

Dear <<Name>>:

On behalf of the Deparment of <<XXXXXX>>> in the College of Family and Consumer Sciences at the University of Georgia, I am pleased to offer you the position of <<Job Title>>. This position has been classified as a temporary part-time, non-benefits eligible, non-exempt position. Your hourly salary rate will be <<$XX.XX>> per hour, and you will be paid on a biweekly basis. Your direct supervisor will be <<Supervisor Name>>. Your estimated employment start date is <<Date>>.	Comment by OFHR HR Team: Start date should align with the beginning of a biweekly pay period. Biweekly payroll calendars are located at: https://busfin.uga.edu/payroll/calendar/. 

Job Responsibilities
<<Add position summary from job posting to this section>>

Pre-employment Screening
This employment offer is contingent upon completing a background investigation including a criminal background check demonstrating your employment eligibility with the University of Georgia, as determined by the University of Georgia in its sole discretion, confirmation of the credentials and employment history reflected in your application materials and, if applicable, a satisfactory credit check. Employment at the University of Georgia is subject to verification of an applicant’s identity and eligibility for employment as required by law. This offer is contingent upon verification of your employment eligibility under the terms of the Immigration Reform and Control Act of 1986 as amended. You are asked to complete an I-9 by your third business day of employment. Persons who have been convicted of a crime may not be eligible for employment by the University System of Georgia.  UGA Background Investigation policy 

Onboarding
We welcome you to visit our Onboarding & Background page to familiarize yourself with the hiring process going forward. 

It is our hope that you will accept this written offer of employment within the Department of <<XXXX>>. We look forward to working with you. If you have any questions, please do not hesitate to contact me at <<Phone number>> or <<Email address>>.

Sincerely,


<<Supervisor/Hiring Authority Name>>
<<Title>>


Acceptance of Offer
Please indicate your acceptance of the terms of this offer by signing the enclosed copy of this letter and returning a signed copy of the letter to me no later than <<Date>>.

I understand and accept the terms of this position as outlined above.




  Signature: <<Candidate’s Name>>				   Date:
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