Sample Offer Letters       revised 09/14/17
You may save these forms to your computer in Microsoft Word!

A signed copy of the letter must be maintained in the employee’s payroll file.  
Choose one of the appropriate sample offer letters in this file.
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Non-tenure track agency faculty positions with 02/TAMU funding 

Sample Offer Letter to Rehired or New Employee
(Insert Date)
(Insert Name of Selected Applicant)
(Insert Address)
Dear (Insert Name):
I am pleased to offer you the position of (Insert Name of Title) with Texas A&M AgriLife (Insert Research OR Extension Service) in the (Insert Name of Unit/Department) at a (monthly/hourly) rate of ($$$) with an anticipated start date of (DATE).  This position (is/is not) eligible for overtime.  (Insert Name of Supervisor) will be your immediate supervisor.  This offer of employment is contingent upon successful completion of a background check, including criminal history and verification of job-related credentials, your ability to provide employment eligibility documentation required by federal law, and if applicable, compliance with Selective Service law.  A list of acceptable documents that can be provided for documentation of employment eligibility can be found at: http://www.uscis.gov/files/form/i-9.pdf .

Please review the attached Background Check Instructions and complete the Verification of Degree Release Form, if applicable. 

 (For grant-funded positions, Insert): Continued employment in this position is contingent upon availability of funding.  
This offer is not a guarantee of employment for any specified length of time by either party.  While it is my hope you will have a long and fruitful career, your employment will be “at-will,” which means that either you or the agency can terminate your employment at any time for any reason, with or without cause.

You will be eligible for a generous benefits package and participation in a retirement program.  Upon employment, you may choose to immediately enroll in a Texas A&M University System sponsored insurance plan, including health insurance, provided you pay the full cost of premiums. You may also defer enrollment in a health plan until (Insert insurance effective date), which is the first of the month following a 60 day waiting period. At this time the State of Texas will pay for a significant portion of the total health insurance premium amount.  Your eligibility for a retirement program becomes effective on your date of hire.  Since you will be making your benefit selections on or before your first day of work, you may want to familiarize yourself with the New Employee Benefit Enrollment Booklet at: http://assets.system.tamus.edu/files/benefits/pdf/ae/FY18/booklets/BenefitsGuide.pdf
(If moving expenses are offered, Insert:) To facilitate your relocation, we will also allocate $$$$, less taxes, to cover moving expenses you may have.  If you have questions regarding the lump sum moving expense, please contact Ms. Karisa Cherry at (979) 845-4260.
We are pleased that you will be working with our office and look forward to your success. Please sign below indicating your acceptance of the terms and conditions of this offer and return.







Sincerely,








(Insert Name of Supervisor)
I accept the terms and conditions of this offer.
______________________________________________

(Insert Name of Selected Applicant)

(Insert Date)
c:  Payroll File

Sample Offer Letter to Transferred Employee 

(Insert Date)
(Insert Name of Selected Applicant)
(Insert Address)
Dear (Insert Name):
I am pleased to offer you the position of (Insert Name of Title) with Texas A&M AgriLife (Insert Research OR Extension Service) in the (Insert Name of Unit/Department) at a (monthly/hourly) rate of ($$$) with an anticipated start date of (DATE). This position (is/is not) eligible for overtime.  (Insert Name of Supervisor) will be your immediate supervisor.  This offer of employment is contingent upon successful completion of a background check, including criminal history and verification of job-related credentials, your ability to provide employment eligibility documentation required by federal law, and if applicable, compliance with Selective Service law.  A list of acceptable documents that can be provided for documentation of employment eligibility can be found at: http://www.uscis.gov/files/form/i-9.pdf .

Please review the attached Background Check Instructions and complete the Verification of Degree Release Form, if applicable.  

 (For grant-funded positions, Insert): Continued employment in this position is contingent upon availability of funding.   
This offer is not a guarantee of employment for any specified length of time by either party.  While it is my hope you will have a long and fruitful career, your employment will be “at-will,” which means that either you or the agency can terminate your employment at any time for any reason, with or without cause.

We are pleased that you will be working with our office and look forward to your success. Please sign below indicating your acceptance of the terms and conditions of this offer and return.








Sincerely,








(Insert Name of Supervisor)
I accept the terms and conditions of this offer.

______________________________________________

(Insert Name of Selected Applicant)

(Insert Date)
c:  Payroll File

Sample Offer Letter to Wage Employee 

(Insert Date)

(Insert Name of Selected Applicant)

(Insert Address)

Dear (Insert Name):
I am pleased to offer you a temporary position as (Insert Name of Title) with Texas A&M AgriLife (Insert Research OR Extension Service) in the (Insert Name of Unit/Department) at an hourly rate of ($$) with an anticipated start date of (DATE).  (Insert Name of Supervisor) will be your immediate supervisor.  This is a temporary position and not eligible for benefits. This offer of employment is contingent upon successful completion of a background check, including criminal history and verification of job-related credentials, your ability to provide employment eligibility documentation required by federal law, and if applicable, compliance with Selective Service law.  A list of acceptable documents that can be provided for documentation of employment eligibility can be found at: http://www.uscis.gov/files/form/i-9.pdf.
Please review the attached Background Check Instructions and complete the Verification of Degree Release Form, if applicable.
This offer is not a guarantee of employment for any specified length of time by either party.  Your employment will be “at-will,” which means that either you or the agency can terminate your employment at any time for any reason, with or without cause.

We are pleased that you will be working with our office and look forward to your success. Please sign below indicating your acceptance of the terms and conditions of this offer and return.








Sincerely,








(Insert Name of Supervisor)

I accept the terms and conditions of this offer.
______________________________________________

(Insert Name of Selected Applicant)

(Insert Date)
c:  Payroll File
Sample Offer Letter to Graduate Assistants (not applicable for GANTS)

(Insert Date)

(Insert Name of Selected Applicant)

(Insert Address)

Dear (Insert Name):
I am pleased to offer you the position of (Insert appropriate title: Graduate Assistant Research, Graduate Assistant Teaching, Graduate Assistant Lecturer) with Texas A&M AgriLife (Insert Research OR Extension Service) in the (Insert Name of Unit/Department) with an anticipated start date of (DATE).  

As a (Insert appropriate title: Graduate Assistant Research, Graduate Assistant Teaching, Graduate Assistant Lecturer), you will receive $XXXX per month for the (Insert appropriate semester(s):  fall, spring, summer) semester(s).  If you graduate or terminate before the end of a month, your payment will be prorated appropriately. This position is not eligible for overtime.  (Insert Name of Supervisor) will be your immediate supervisor.  

This offer of employment is contingent upon successful completion of a background check, including criminal history and verification of job-related credentials, your ability to provide employment eligibility documentation required by federal law, and if applicable, compliance with Selective Service law.  A list of acceptable documents that can be provided for documentation of employment eligibility can be found at: http://www.uscis.gov/files/form/i-9.pdf. 

Please review the attached Background Check Instructions.

This offer is not a guarantee of employment for any specified length of time by either party.  While it is my hope you will have a long and fruitful career, your employment will be “at-will,” which means that either you or the agency can terminate your employment at any time for any reason, with or without cause.

You will be eligible for participation in the Texas A&M University System employee insurance programs and will qualify for the employer contribution to help offset the cost of insurance the first of the month following a 60 day waiting period from your date of hire.  You must make your benefit selections within the first 60-days to avoid being placed in the default insurance plan which is the A&M Care Plan.  When you make your selections, you may choose to immediately enroll in a Texas A&M University System sponsored insurance plan, provided you pay the full cost of premiums, or you may defer enrollment until your employer contribution date.  To help make your benefit selections, you may want to familiarize yourself with the Employee Benefits Guide which can be found at: 

http://assets.system.tamus.edu/files/benefits/pdf/ae/FY18/booklets/BenefitsGuide.pdf
We are pleased that you will be working with our office and look forward to your success. Please sign below indicating your acceptance of the terms and conditions of this offer and return.








Sincerely,








(Insert Name of Supervisor)

I accept the terms and conditions of this offer.

______________________________________________

(Insert Name of Selected Applicant)

(Insert Date)
c:  Payroll File
Sample Offer Letter to Non-Tenure Track Extension or Research Faculty with 02 dollars – 

ONLY FOR USE WITH POSITIONS REQUIRING DOF APPROVAL PRIOR TO HIRE
(Insert Date)

(Insert Name of Selected Applicant)

(Insert Address)

Dear (Insert Name):
I am pleased to offer you the position of (Insert Name of Title) with Texas A&M AgriLife (Insert Research OR Extension Service) in the (Insert Name of Unit/Department) at a monthly rate of ($$$) and an anticipated start date of (DATE).  This is a non-tenure acquiring position.  (For grant-funded positions, Insert): Continued employment in this position is contingent upon availability of funding.  
This offer is contingent upon your ability to provide employment eligibility documentation to work in the United States as required by federal law. In addition, the approval of this offer is also contingent upon the successful completion of the degree-verification, criminal background-check processes, and your compliance with the Selective Service law if applicable to you. In order to help expedite the administrative approval, we 

request that you visit the following website http://dof.tamu.edu/forms. Please complete, sign and submit to us the Official Transcript Authorization/Degree Verification for New Faculty form. As for the criminal background check, we are attaching to this offer the criminal background check request form. This offer will not become final and thereby vest until the Official Transcript Authorization/Degree Verification and Criminal Background Check have been successfully verified and cleared by the Dean of Faculties Office.
The Department will provide you with ____________________ (indicate office, equipment, start up funds and any other financial, tangible or intangible support.)  

As a (Visiting Professor, Lecturer/Senior Lecturer or other applicable non-tenured teaching title) your duties for the position will include ____________________________ (describe in detail the duties of the job).  In addition you will be responsible for ____________________________ (describe in detail additional

responsibilities assigned to the faculty member). You will be expected to _________________________ (relate in detail the expectations).  

This offer is not a guarantee of employment for any specified length of time by either party.  While it is my hope you will have a long and fruitful career, your employment will be “at-will,” which means that either you or the agency can terminate your employment at any time for any reason, with or without cause.

You will be eligible for a generous benefits package and participation in a retirement program.  Upon employment, you may choose to immediately enroll in a Texas A&M University System sponsored insurance plan, including health insurance, provided you pay the full cost of premiums. You may also defer enrollment in a health plan until (Insert insurance effective date), which is the first of the month following a 60 day waiting period. At this time the State of Texas will pay for a significant portion of the total health insurance premium amount.  Your eligibility for a retirement program becomes effective on your date of hire.  Since you will be making your benefit selections on or before your first day of work, you may want to familiarize yourself with the New Employee Benefit Enrollment Booklet at: http://assets.system.tamus.edu/files/benefits/pdf/ae/FY18/booklets/BenefitsGuide.pdf
(If moving expenses are offered, Insert:) To facilitate your relocation, we will also allocate $$$$, less taxes, to cover moving expenses you may have.  If you have questions regarding the lump sum moving expense, please contact Ms. Karisa Cherry at (979) 845-4260.
We are pleased that you will be working with our office and look forward to your success. Please sign below indicating your acceptance of the terms and conditions of this offer and return.








Sincerely,








(Insert Name of Supervisor)

I accept the terms and conditions of this offer.
________________________________________________
(Insert Name of Selected Applicant)

(Insert Date)
c:  Payroll File
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