LETTER OF OFFER PROCESSING INSTRUCTIONS
· The College or Department prepares the letter of offer using one of the templates located at http://www.acad.usf.edu/Faculty+Resources/letters.htm and obtains the appropriate signatures (i.e., Dean)
· The College submits the Letter of Offer and signature page of the Hiring Report or copy of the approved Waiver of Advertisement to the Office of the Vice Provost for Faculty & Program Development (ADM 226) for designee’s signature. 
· The Office of the Vice Provost for Faculty & Program Development reviews the Letter of Offer and if accurate, the designee signs the letter.  
· The appropriate person in the College is informed that the letter is signed and ready for pick up or delivery.
· The College mails the original Letter of Offer with enclosures to the employee and faxes a copy to their HR Representative at 3-4115.

· Upon receiving the fax, the HR Representative inputs the data into GEMS in preparation for the employee to sign up.
· The employee receives and signs the original Letter of Offer and returns it according to the paragraph in the letter.

· If the employee declines the offer, notification is sent to your HR Representative and the Office of the Vice Chancellor for Academic Affairs.

· Once the original Letter of Offer is received back in the College, the College delivers or mails the original to their HR Representative, keeps a copy in the College, and sends a copy to the Office of the Vice Provost for Faculty and Program Development (ADM 226).

· The Department schedules an appointment time with HR for the employee to complete the paperwork.  The employee must sign up in HR (SVC 2172) on or before the hire date in the Letter of Offer.
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