DRAFT


EXAMPLE - OFFER LETTER OF EMPLOYMENT FOR ADMINISTRATIVE & PROFESSIONAL STAFF

Date


Mr./Ms. First Name Last Name
Address
City, State Zip

Dear Mr./Ms. Potential Employee:		

I am pleased to offer you the position of (insert title), Title Code (insert title code) at Prairie View A&M University at an annual rate of $(insert annual rate) (monthly salary of $(insert monthly salary)).  The preferred starting date of employment is (insert date - 1st or 15th of the month).  This position is considered exempt and not subject to the Fair Labor Standards Act.  Administrative and Professional employees do not earn state compensatory time or FLSA overtime.  The person occupying this position serves without fixed term and at the pleasure of the President of the University. 

Since the position being offered to you is deemed security sensitive, this offer of employment is contingent upon the clearance of a background check.  Should you fail to clear the background check, this offer is rescinded.

On your first day, you must report to the New Employee Orientation. The Orientation is held from 8:00 a.m. to 5:00 p.m. in the Harrington Science Building, Room 101. During New Employee Orientation, all necessary new hire paperwork will be completed and the benefits package offered through the University will be discussed.  You will be asked to provide your completed New Hire packet in hard copy form at the Orientation. Please go to: http://pvamu.edu/files/human_resources/docs/NEO.pdf  to retrieve and complete the in-processing packet. Additional details regarding New Employee Orientation can be found on the University’s website at: http://pvamu.edu/pages/1998.asp.  

As a new employee, please park at in the commuter lot (Lot 38) directly behind the Harrington Science Building located on University Drive. Temporary parking decals will be issued at the beginning of New Employee Orientation for the day.  Directions and parking for New Employee Orientation are located on the University’s website at: http://pvamu.edu/files/human_resources/docs/Parking.pdf.

Form I-9 is included with the New Hire packet that you will be required to complete. The University is required by Federal Law to collect I-9 documentation, including proof of identification and employment eligibility documentation, within three (3) business days of employment. Lists of acceptable documents to establish proof of identification and employment eligibility can be viewed at http://www.pvamu.edu/files/human_resources/docs/I-9Eng.pdf.  Failure to provide acceptable documentation to the Human Resource Office by the third business day will void this offer and your employment will be terminated. Effective January 15, 2009,  based on Executive Order 13465 “Economy and Efficiency  in Government Procurement through Compliance  with Certain Immigration and Nationality Act Provisions and the Use of Electronic Employment Eligibility Verification System”, the University, as a federal contractor,  is now required to electronically verify your documents provided with your Form I-9 through the E-verify system.  As with Form I–9, your information will be entered in to the E-verify system within three business days based on the Form I–9 documentation provided by you.

As a new employee, please be advised that House Bill 1370, Seventy-Eighth Legislature, 2003, mandates a 90-day waiting period for medical coverage in the case of all new employees of Texas State agencies and/or Texas institutions of higher education effective September 1, 2003.  Health insurance coverage will be available to eligible employees (those employed 50% time or greater) effective on your date of hire, but you will have to pay the full cost until your state contribution eligibility date.  The State contribution is not effective until the first of the month following the 90th day of employment.  It is important, however, to know that this 90-day waiting period only applies to health coverage and does not apply to other insurance coverages (such as dental, vision, life and disability insurance, etc.).  It is also important to know that even though there is a 90-day waiting period for health coverage, benefit coverage choices must be made within 60 days of employment.  If you have health coverage with your current employer, you may have the option of purchasing such coverage under COBRA (Consolidated Omnibus Budget Reconciliation Act (COBRA) of 1986), which gives qualified former employees the right to temporary continuation of health coverage at group rates.  You should contact your current employer to obtain information about COBRA coverage.

Should you have any questions regarding this offer, please do not hesitate to call me. Please indicate your employment decision in the appropriate space below, sign your name, and return the original copy of this letter to me by (insert date). We are looking forward to having you as a new member of the Prairie View A & M University team.  We feel your qualifications and experience will add to our talent pool, and in turn, believe the University can provide you with opportunities for personal and professional growth.  

Sincerely,



Director/Department Head/Dean



_________________________________________		Date:________________
Vice President



I accept the position offered above.


Signature:_____________________________________	Date:			


I decline the position offered above.


Signature:_____________________________________	Date:			



xc:	Vice President for Business Affairs
	

