UNIVERSITY OF NEBRASKA AT OMAHA
SAMPLE LETTER OF OFFER-OFFICE/SERVICE POSITIONS

(GRANT FUNDED)

(On department letterhead)

Date

Name

Address

Dear ___________:

On behalf of the University of Nebraska at Omaha, I am pleased to offer you employment as (position) in the department of (     ).  Your starting date is (day, month, year), and your starting hourly wage will be $         .  

New Office/Service employees come to UNO in a probationary status.  The probationary period is 180 days.  At the conclusion of that time, you will receive a formal written evaluation of your work performance, which will include a summary of what has been discussed with you informally throughout the 180-day period.  Shortly after you begin work, you will be scheduled to attend a New Employee Orientation where you will learn more about UNO, your role, and details about the various benefit options available to you.

You should note that the resources for this position are the result of a grant or other form of temporary funding.  In addition to the required performance standards, appointment to this position beyond (date) is contingent upon successfully securing additional temporary funds.

In addition, unless otherwise expressly stated in a written appointment to a position or in a written contract of employment duly approved and executed by UNO, all non-faculty employees are considered employees at will, and either UNO or the employee may terminate the employment relationship upon giving the proper advance notice.

For details about the University’s benefit programs, please go to the web site, www.unomaha.edu, then Faculty/Staff, Human Resources, Benefits.  If you have questions about any of this information, you may call the Benefits Manager at 554-3660.  

In accordance with the Immigration Reform and Control Act of 1986 along with the Immigration Act of 1990, the University of Nebraska at Omaha is required to hire only persons who may legally work in the United State of America:  citizens and permanent residents of the United States and aliens authorized to work.  To comply with the law, UNO must verify the identity and employment eligibility of all new hires and complete and retain a Form I-9.  Attached is a Form I-9 for your review.  Please bring on your first day of work the applicable documents that establish both identity and employment eligibility (refer to List of Acceptable Documents on the back of the Form I-9).  

Please acknowledge your acceptance of this offer by signing the enclosed copy and returning it in the stamped, self-addressed envelope by (date).

On behalf of (department members), we would like to welcome you to the (department)!

Sincerely,

(Manager and Title)

I accept the position of ____________________________ under the terms and conditions stated above.

Name:  _____________________________________________  Date:  ______________

Enclosures

