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 SERVICE PROFESSIONAL OFFER LETTER 


	Please delete all highlighted areas that do not apply, fill in all blanks and ensure all highlights are removed from the final draft. 


If the offer is contingent on the background check, reference check and ability to work in the United States, please include sections highlighted in green.


Include sections highlighted in yellow for non-benefits eligible employment—less than 50% FTE


Sections highlighted in red are for Grant Funded Hires


Sections highlighted in grey are for Full or Part Time—Benefits Eligible

Sections highlighted in blue are general statements that apply for all employees.


 [Date]

[Employee Name]

[Street Address]

[City, Sate Zip]
Dear [Name]:
On behalf of Arizona State University and the [Department name], I am pleased to offer you the position of [Job title] effective [Date], at a XXX% FTE, is $(00,000) per pay period.  This is a non-benefits eligible position/benefits-eligible position.  The ASU Benefits Guide includes information to assist you in making informed decisions within 30 days. 
BENEFITS AND RETIREMENT ENROLLMENT DEADLINES: cfo.asu.edu/hr-enrollmentforms 
This employment offer is contingent upon the satisfactory outcome (as determined by the university) of the pre-employment screening activities (including reference check of former employment, verification of ability to work in the United States and criminal history check OR fingerprint check – select one) required under Arizona State University policy ACD 126 and Arizona Board of Regents policy 6-709.  Please be advised I am required to tell you the Arizona Board of Regent’s policy provides that misrepresentation of an individual’s qualifications or credentials in securing employment at the university may be grounds for dismissal.
In this position, you will report to [Name] [Job Title] of the Department Name.  This is a Service Professional position for the 20XX-20XX fiscal OR academic year, and will be reviewed for renewal annually by May 15 OR June 30.  
Additionally, this position is funded in whole or part by sources other than state appropriations and may terminate when funding is no longer available.
By accepting this offer of employment, you agree to comply with the rules and regulations of this university and the Arizona Board of Regents relating to your appointment.  Your appointment is subject to the Conditions of Professional Service (ABOR 6-301), as modified by the Board Resolution dated April 7, 2011, providing that you may be released from this appointment for budget constraints upon 90 days, notice at any time during the appointment term.  Your employment is also held to the provisions of the Conditions of Service Professional Service (SPP 320) and the Arizona Board of Regents Intellectual Property policy (ABOR 6-908) and Code of Conduct policy (ABOR 5-301 et seq.). Copies of these policies will be made available upon request.

To complete your new employee paperwork, please visit the ASU Human Resources website (cfo.asu.edu/hr), use the left-hand navigation to choose the New Employee link and then the New Employee Checklist.  You must complete the New Employee Payroll Packet (in the Payroll section) by your hire date, with Section 1 of the Employment Eligibility Verification (Form I-9) completed on your first day of employment.  Please contact Department Contact at XXX.XXX.XXXX if you have questions.

Submitting the New Employee Paperwork and Deadlines 
1) Payroll Packet contains forms that must be submitted no later than three (3) business days from your date of hire.  (Department should pick a, b or c & erase the others)
a) Prior to Your Start Date
Complete packet, have the Employment Eligibility Verification (I-9) form notarized by a notary public; make a copy and Fax to 480.993.0005. 
b) Prior to Your Start Date
Bring the packet to the ASU Employee Service Center (ESC), located at the University Services Building (USB) at 1551 S. Rural Rd., Tempe (just south of the intersection of Apache Blvd. and Rural Rd.).  Complete the Employment Eligibility Verification (I-9) form with an Employee Service Center rep for documentation. Be sure to have the required IDs with you.

c) On Your Start Date
Bring packet to the ASU Employee Service Center. Complete the Employment Eligibility Verification (I-9) form with an Employee Service Center rep for approval. Be sure to have the required IDs with you. This choice could delay your first paycheck.

2) Benefits Packet contains the information you need to complete your online benefits enrollment no later than 30 days of your hire date.

3) Retirement Forms must be submitted no later than 30 calendar days from your date of hire.
Detailed information and assistance regarding your new employee paperwork is available in Orientation.

OPTIONAL PARAGRAPH IF DEPARTMENT BELIEVES UNDER THE UNIQUE CIRCUMSTANCES IT IS MORE APPROPRIATE TO WAIT TO RUN BACKGROUND CHECK OR FINGERPRINT CHECK UNTIL CANDIDATE COMES TO HR PRIOR TO START DATE:  

At least one week prior to the start date above, you must come to the HR Employee Service Center located off the lobby of the University Services Building, 1551 S. Rural Road, Tempe, AZ 85287, to complete a Background Screening Authorization Packet (-OR- a fingerprint card), so that the pre-employment screening process can be completed.
You will be attending the Benefits-eligible Employee Orientation on (DD/MM/YYYY).  The session is conducted by Human Resources (HR), from 8am-12:30pm, in the University Services Building (USB), 1551 S. Rural Rd., Tempe, AZ 85287.  This meeting is designed to acquaint new employees with ASU, provide onsite sign-up for services and provide information regarding major benefits such as insurance and retirement plans.  You may park in one of the numbered slots behind the USB. You do not need 
to pay at the fee box, as you will be provided with a temporary parking decal at orientation (parking and other similar services are available between 7:35-8:25am).   At 12:30pm, you will be given 
a one-hour break for lunch, and then you should return for Fire Safety & Prevention training from 1:30-2:30pm in USB 1302. 

Please acknowledge that you accept this conditional offer of employment by signing below and returning this letter to me no later than [Month XX, 200X] (This should be at least five days from the date the letter is mailed).  

Welcome to Arizona State University. I am looking forward to you joining the department staff.

Sincerely,

[Name]

[Title]
The foregoing conditional job offer of employment as a Service Professional is accepted:

[Employee Name]





Date

Enclosure: 
SPP 320: Conditions of Service Professional at ASU Job Description



Board Resolution Dated April 7, 2011
CC: 

HR – Personnel File
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