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     Classified Staff – Offer Letter 


          for ASU PD only

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.

Sections highlighted in red are for Grant Funded Hires

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

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

Section highlighted in magenta are for compensation category cfo.asu.edu/hr-compensation 
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, at $(00.00 per hour if non-exempt OR $00,000 per year if exempt); $(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
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. cfo.asu.edu/hr-background 

In this position you will report to [Name], [Job Title], of the [Dept/College]. This is a Classified Staff position and therefore subject to a six-month probationary period in accordance with University policy SPP 303: Probationary Period, a copy of which is enclosed for your review.  
Your position is funded in whole or in part by grant funds and not by state appropriations and may terminate when funding is no longer available.  For fiscal year 200X-200X, such funds will expire on Month XX, 200X.  Continued employment beyond this time will be contingent upon satisfactory performance, compliance with University and Board policies and procedures, the continued availability of funds, and the needs of the department.
Upon submitting this signed offer letter you will be directed to complete your new employee, benefits, and retirement paperwork.  You must complete the new employee paperwork prior to 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.

Detailed information and assistance regarding your new employee paperwork is available in Orientation.

You will be attending the Benefits-eligible New Employee Orientation on [INSERT DATE].  The session is conducted by Human Resources (HR), from 8am-3pm, in the University Center Bldg A, 1100 E. University Dr., Tempe, AZ 85287.  This meeting is designed to acquaint new employees with ASU, offer 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 parking spaces near UCNTRA for free by inputting the parking code provided in your Orientation registration confirmation email into the pay machine near the entrance to the Office of Human Resources.  There will be a short break for lunch around noon.  For details about location, parking, and services, see cfo.asu.edu/hr-orientation. 
 (Non-benefits employees are encouraged to watch the online orientation - www.brainshark.com/arizonastateuniversity/vu?pi=zF9zpEBFNz5S32z0)
Please indicate below whether 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 5 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 offer of employment is accepted:

[Employee Name]





Date

Enclosure:  
SPP 303



Benefit Eligible New Employee Envelope

CC: 
HR – Personnel File
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