EXAMPLE - OFFER LETTER OF EMPLOYMENT FOR EXEMPT STAFF MEMBER (TRANSFER)


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 hire date).  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  Should you fail to clear the background check, this offer is rescinded.  

You will have a six-month evaluation period effective from your date of hire as referenced in Prairie View A & M University's Administrative Procedure on Employee Promotion, 60.03. Your performance will also be evaluated annually thereafter.

We extend you a warm welcome. You will soon become part of an able and experienced team. Your own expertise and skills will be recognized, and opportunities provided for you to enhance them. You will also be able to work with members of PVAMU's most innovative professionals, to further develop yourself and to make meaningful contributions in your profession. We have therefore no doubt that you will have a long synergistic relationship with PVAMU, with many opportunities for personal and professional growth, and for enhancement of PVAMU's standing in higher education.

Should you have any questions regarding this offer, please do not hesitate to call me.  Should you decide to accept this offer, please sign and return the original copy of this letter to me by (insert date).

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
	


