August 14, 2006
Name

Address Line 1

Address Line 2

Re: Job Number 00-00-00-00-0000
Dear Name,

Congratulations!  I am pleased to offer you the position of Job Title in the Department Name department at the University of Texas at Austin.

We are offering you a salary of $Salary per month.  Your start date is Start Date.  You will report to Supervisor’s Name.  Your work schedule is Schedule.  This offer is contingent upon your successfully passing a criminal background check.  Additionally, you will be required to complete forms and submit documentation establishing your eligibility to work in the United States within the first three days of your employment.

The university offers new employee orientation every Monday at Orientation Time and Orientation Location, where you will receive information about:

· Benefits

· Parking

· Required University Training

· University Policy

Regarding benefits, you must elect benefits coverage within 30 days of your start date.  You can review the benefits on our Web site at http://www.utexas.edu/hr/irg/index.html.  To attend new employee orientation, please contact Orientation Coordinator.

If you have any questions or concerns regarding this offer, please contact Department Contact at Department Number.  We look forward to receiving your decision by Deadline.

Again, congratulations on your selection for this important position at the University of Texas at Austin.  This is an exciting time for us and we look forward to you joining our team.

Sincerely,
