[department letterhead here]


[date]
[applicant name]
[applicant address]
[city, state, zip code]
 
Dear [applicant first name]:
Congratulations! This letter confirms our invitation to join our [department] as [position] reporting to [supervisor name], [supervisor position]. This offer includes the following:

· You will be paid a salary of $__________ on a monthly basis (which equals $____________ annualized). (This quoted rate is for convenience and is not intended as a guarantee of employment for any fixed period.)

· This offer is contingent upon: 

· satisfactory completion of reference checks and all applicable background and/or motor vehicle checks; and,
· confirmation that you are legally authorized to work in the United States.

· Your expected start date in this position will be [start date].
· We will review job performance and fit during your first 6 months in order to ensure that our employment relationship is mutually beneficial.
· Performance reviews will be conducted at least annually and your salary will be reviewed on [January/July] 1, [year].  All subsequent reviews will take place in July of each year thereafter.  
· At all times, your employment will be “at-will,” which means that you or the University can terminate your employment for any reason other than a reason prohibited by law. 

Your signature on page two (2) of this offer letter confirms your acceptance of this at-will offer of employment. Please return one signed copy to me at the address indicated at the top of this page.  
[applicant first name], your new colleagues and I are delighted about having you join our [department name] team. I know your skills, energy and commitment will help to ensure our success and create opportunity for your professional growth. We look forward to working with you as we begin this exciting and rewarding journey on [start date].  
Welcome to the Team!

Sincerely, 

[hiring manager name]
[hiring manager title]
[hiring manager department]
[date]
Your signature will confirm the salary agreed upon, start date and other terms of your appointment specified in this letter. This offer shall remain open until [one week from offer date]. Any acceptance received after this date will be considered invalid. 
I have read and understand the provisions of this offer of employment, and herewith accept the offer. I understand that my employment is contingent upon completion of background check, drug test, motor vehicle record check, execution of an employment agreement, and/or any other contingencies the University of Chicago needs to include. 

	Date:
	______________________________________________________________

	Name Printed:
	______________________________________________________________

	Signature:
	______________________________________________________________

	Dept:
	______________________________________________________________

	Job Title:
	______________________________________________________________
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