Classified Offer Letter Template
[Date]

[Name]

[Address]

Dear [Name]:

I am pleased to offer you a [9,10,11,12 month], classified appointment as [Title] in [Department] at Idaho State University. This initial appointment will begin on [start date], and has an hourly rate of [$   ] at [x] hours per week, along with ISU’s standard comprehensive benefit and classified retirement package. In this role, you will report directly to [immediate supervisor]. The typical duties and responsibilities that will be assigned to you are described on the attached position description. [OPTIONAL: This offer of employment is contingent upon the successful completion of a criminal background check. Please complete the enclosed ISU Public Safety form in order to complete the background check. Please fax the completed form to (208) 282-4976 no later than {Date} to the attention of Ms. Karina Hensley, HR Consultant.]
You will be required to complete a 1040 hour probationary period. During this time employment may be terminated, either your employer or yourself at anytime, for any reason or no reason.  [OPTIONAL: This is a Limited Service position where the work is projected to be of limited duration. Please sign the enclosed Limited Service Agreement to Human Resources prior to your first day of work.] It is your responsibility to accurately account for all hours worked daily on your timesheet. 
Please indicate your acceptance of this offer by signing and faxing a copy of this letter to [issuing office] by [day and date]. You may fax your response to [fax number]. 
Upon arriving at campus you will need to contact Human Resources at (208) 282-2517 to schedule a time to sign up for your benefits and complete your employment documents. This needs to be done on or before your first day of work. 

We are very pleased to have you as a member of the University community and we look forward to you beginning your association with Idaho State University.

Sincerely,

[Name and Title of Issuer]

Cc:
[Name, Human Resources Consultant]
Accepted:

[Name]





Date
