
                                                        STAFF REGULAR


[Insert Date]
[Insert Name] 
[Insert Address] 
[Insert City], [Insert State] [Insert Zip] 
Dear [Insert Name]:
I am pleased to offer you the position of [Insert Title of Position], # [Insert Position Number] in the [Insert Department Name] [Insert Department Number]. You will report to [Insert Supervisor Name], position # [Insert Supervisor Position Number]. Your salary will be $[Insert Bi-weekly Salary] on a bi-weekly basis, which is equivalent to $[Insert Annual Salary] annualized. The appointment will commence on [Insert Start Date]. 

Your appointment is subject to the Constitution and laws of the State of Florida and the United States, the rules and regulations of the Florida Board of Governors (FBOG), and the regulations, rules and policies of the University of South Florida Board of Trustees.  You may review the University’s regulations and rules on USF’s website at http://www.usf.edu/OGCWeb/Regulations, as well as the University’s policies at http://www.usf.edu/OGCWeb/policies.

On your first day of employment you may park in the 1-hour visitors parking located in front of the parking garage off of 6th Avenue South.  In order to receive your courtesy permit which is good for two (2) weeks, you must present this letter of offer at the Cashier’s Office in BAY 132.  The Cashier’s Office will direct you to an authorized parking location.  Once parked, you should report to the Human Resources (HR) Office at (insert date and time), located in the BAY Building, (BAY) Room 206, to complete the necessary paperwork to place you on the payroll.  In order to help you through this process, please be prepared to:

· Provide documentation that establishes your employment eligibility to work in the U.S. (in accordance with the Immigration Reform and Control Act of 1986).  A list of acceptable documents for the I-9 form is attached. 

· Provide your passport, I-94, visa and appropriate immigration support documents based on visa class, if you are a foreign national. 

· Enroll in USF’s Direct Deposit program which is a condition of employment at the University.  A voided check or a deposit slip is needed in order to complete the enrollment forms. If you do not currently have a bank account established, HR can provide you with information on available options. 

In addition completing paperwork to place you on the USF payroll, you will also schedule an appointment to meet with the Benefits Representative for an orientation program where you will learn more about the University and the various benefits programs offered to our employees. You may review the list of benefits by visiting our website at http://www.stpete.usf.edu/adminservices/human_resources/benefits/index.htm.
When you have completed all of your paperwork in HR, which should take no more than one hour, you should report to [Insert Location to Report and Any Special Instructions]. 

Please be advised that as a new Staff employee of USF you will be considered on probation for six (6) months. This is the period you are given to learn and adjust to your new job, develop successful working relationships and demonstrate your overall suitability to the requirements of your position. 
If at any time during, or at the end of, this probationary period your supervisor determines that your performance is not satisfactory or that you are an unsuitable match for the position, your employment may be terminated. If you successfully complete your probationary period, you will gain permanent status as defined under USF Regulations. 

If you have any questions about the terms of our offer outlined above, please contact me at (727) 873-XXXX.   We are very excited about the prospect of your joining our team and the staff at USF! To assist you in learning more about the University, please visit our web site at http://www.stpete.usf.edu. Go Bulls! 

Sincerely, 

Name
Dean/Director/Supervisor (Title) 
My signature below indicates my acceptance of the offer as outlined above.   Please return a signed copy via US Mail or fax (727-873-XXXX) by [INSERT DATE NO LATER THAN 10 DAYS FROM THE DATE OF THE LETTER].

_______________________________________________________________________      

Signature  








      Date
cc: Human Resources 

Attachment 

Mailpoint: [Enter Bldg. and Room #] 

Location: [Enter Bldg. and Room # of physical location of office] 

Phone: [Enter Work Phone number] 

Pay Distribution: [Enter GEMS account Code and %]

[image: image1.jpg]LISTS OF ACCEPTABLE DOCUMENTS

LIST A LIST B LIST C
Documents that Establish Both Documents that Establish Documents that Establish
Identity and Employment Identity Employment Eligibility
Eligibility OR AND
. U.S. Passport (unexpired or expired) | 1. Driver's license or ID card issued by 1. U.S. Social Security card issued by
a state or outlying possession of the the Social Security Administration
United States provided it contains a (other than a card stating it is not
photograph or information such as valid for employment)
name, date of birth, gender, height,
eye color and address
. Permanent Resident Card or Alien 2. 1D card issued by federal, state or 2. Certification of Birth Abroad
Registration Receipt Card (Form local government agencies or issued by the Department of State
1-551) entities, provided it contains a (Form FS-545 or Form DS-1350)
photograph or information such as
name, date of birth, gender, height,
eye color and address
. An unexpired foreign passport witha | 3. School ID card with a photograph 3. Original or certified copy of a birth
temporary [-551 stamp certificate issued by a state,
county, municipal authority or
outlying possession of the United
States bearing an official seal
. An unexpired Employment 4. Voter's registration card 4. Native American tribal document
Authorization Document that contains
a photograph . .
(Form 1766, 1-688, 1-688A, 1-688B) 5. U.S. Military card or draft record 5. U.S. Citizen ID Card (Form I-197)
. An unexpired foreign passport with 6. Military dependent's ID card 6. 1D Card for use of Resident
an unexpired Arrival-Departure : Citizen in the United States (Form
Record, Form 1-94, bearing the same | 7. U.S. Coast Guard Merchant Mariner I-179)
name as the passport and containing Card
an endorsement of the alien's K K | i
nonimmigrant status, if that status 8. Native American tribal document 7. Un;xp.lred. emé)loyment N
authorizes the alien to work for the anthiorzanon document, 158Ued Dy
employer 9. Driver's license issued by a Canadian DHS (other than those listed under
government authority List4)
For persons under age 18 who
are unable to present a
document listed above:
10. School record or report card
11. Clinic, doctor or hospital record
12. Day-care or nursery school record

Illustrations of many of these documents appear in Part 8 of the Handbook for Employers (M-274)
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