[Prepare offer letter on appropriate departmental letterhead per department practice and as allowed in IC Irvine administrative policies and procedures, section 705-16.]


[Date]
Dear [Selected Candidate’s Name]:
Welcome to the University of California, Irvine [Department Name] Department.  I am pleased to confirm the offer of employment for the [Position Working Title] position reporting to [Direct Supervisors Name, Working Title]. This is a [Full/Part] -time, [Career/Limited Appointment/ Employment Agreement/Contract] appointment with a gross [Hourly/Monthly/Annual] salary of $ [Salary Amount] plus benefits. Your official start date will be [Day of Week/ Month/ Day/ Year].
This offer is contingent upon you providing satisfactory proof of your identity and legal ability to work in the United States.  You may contact us or refer to federal government form I‐9 for information about acceptable documents.  Please bring proof of your employment eligibility with you on your first day of work.  Furthermore, some employees may need to request for the employer (UC Irvine) to file petitions with the USCIS as associated with their immigration status.  After accepting this offer of employment, please inform us if you will need to request assistance related to an immigration status. 

This employment offer is contingent upon successful completion of a Department of Justice (DOJ) Live Scan background check. Please contact Human Resources at (949) 824-9972 or (949) 824-5210 to schedule. 
[Only include the following two sentences if needed.]
This position is represented by the [Union Name] union per collective bargaining agreement.  For more information about the Union, please contact [Union Representative] at [Union Representative Contact Information].
[Only include the following sentence for non-MSP positions.]

As provided in Policy 22, Personnel Policies for Staff Members for the University of California, you will be required to satisfactorily serve a six-month probationary period.

On behalf of the [Department Name] staff, I am pleased you will be joining us and we look forward to working with you.  Please indicate your acceptance by signing below and returning this letter to me.  If you have any questions, please do not hesitate to call me at (949) 824-XXXX.  

Sincerely,

[Department Representative’s Signature]
[Department Representative’s Name]

[Department Representative’s Working Title]

[Department Name]

cc:
[Direct Supervisors Name, Title], [Department Payroll Coordinator Name, Title]

ACCEPTED:___________________________________DATE:__________________________

