UNL Letter of Offer / New Hire Non-Grant Funding: To be printed on department letterhead
NOTES TO THE DEPARTMENT:
· The probationary status ends one day short of six months. For example, the employee starts May 20, the probationary status ends November 19. 

· Please edit the letter to represent the appropriate statement–monthly salary/hourly wage.
· Please attach photocopies of this letter and candidate's acceptance letter to the PAF. 

Inside Address

Salutation:

Congratulations and welcome to the University of Nebraska – Lincoln.  I am very pleased that you have chosen UNL as your career choice and I am happy to offer you the position of  ___ in our department, at a monthly salary/hourly wage* of $___ effective ___.

As a new employee to the University of Nebraska-Lincoln you will remain in probationary status until ________. In this regard, I invite your careful attention to the information on the enclosed sheet that defines the terms of probationary and regular employee status. If the information sheet does not arrive with this letter, please call me. If you have questions about any of this information, you may call Employee Relations at 472-3106. Under separate cover you will receive information describing the University's benefits package. You will have up to 30 days from the start of employment in which to enroll for applicable benefits. Please contact us if you are interested in a free 30-day temporary campus parking permit. 

[Immigration Reform and Control Act (IRCA) of 1986 requires that your identity and residency status have been verified and that you are legally eligible for employment.  On or before your first day of employment, as a new employee of the University of Nebraska-Lincoln, you shall be required complete and sign an INS Form I-9 which requires you to present to your department original documentation to establish (1) true identity and (2) eligibility to be employed in the United States.  A list of acceptable documents can be obtained at http://uscis.gov/graphics/formsfee/forms/files/i-9.pdf.]

[The University of Nebraska-Lincoln requires, as a condition of employment, documentation of a valid Social Security number for proper taxation reporting.  Accordingly, you will need to supply a copy of your Social Security card at the time of hire.  University Payroll Services will not issue payment without this documentation.  Applications for replacement cards can be processed at the most convenient Social Security Administration location.]
As a member of the University family, you may also want to take a look at the following web site to review some of the many benefits that UNL employees receive:
http://hr.unl.edu/general/employeeservices.shtml
Please acknowledge receipt of this letter in writing, and if you accept the position, please also confirm your starting date and salary. Information about New Employee Orientation is now located on the web at the following address: http://hr.unl.edu/general/neo.shtml. If you have any questions regarding your employment, please feel free to contact Human Resources (402-472-3101) at any time.  Again, welcome and I hope that you find your career here at UNL to be a challenging and rewarding one.
Sincerely,

________________________________

P.I.

________________________________

______________________________

Chair






David H Allen, Dean

Enclosure: Information Sheet
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Employment Information Sheet
The following information is given to clarify conditions of employment for office/service and managerial/professional employees at the University of Nebraska-Lincoln. Employee Relations in the Department of Human Resources (472-3101) is available to answer questions you may have about this.

Human Resources Policies and Procedures
As a regular employee of UNL, it is important for you to become familiar with the Human Resources Policies and Procedures. The Human Resources Policies and Procedures are available for review on the Human Resources home page: http://bf.unl.edu/hrpolicy/ . If you want to view printed copies of the policies, you may inquire in your department or in Human Resources (472-3101). As you review the policies, you should keep in mind some basic concepts. Our relationship as employer and employee is based on mutual respect and consent and, therefore, will continue only as long as both parties find the relationship to be satisfactory. Accordingly, you are free to terminate your employment with proper notice whenever you feel it would be in your best interest to do so. By the same token, UNL reserves the same right to terminate employment whenever, in the discretion of UNL, it is felt necessary to do so. This is known as employment at-will, and all employment policies are subject to this overriding principle.

Required Hiring Documentation

New employees will be asked to complete numerous forms on or before their first working date.  In addition to the W4, bank deposit information, and Form I-9, you will be asked to present your social security card to the hiring manager.  Effective January 2005, all new and rehired UNL employees must present a valid Social Security card as a condition of employment in compliance with U.S. Internal Revenue Service regulations.  

Please note that we do not require Social Security card to fulfill the requirement of Form I-9.  Employees may provide any of the documents listed within Form I-9 to fulfill this requirement.  Completion of Form I-9, which verifies citizenship/work authorization, is a requirement of the U.S. Department of Justice regulations.  

Original Probation Status
New employees come to UNL in a probationary status for a period of six months. If circumstances warrant, probation may be extended for three months for a total probationary period of nine months. UNL adheres to employment-at-will principles, which allow employees to terminate employment at any time and permit UNL to terminate employment on the same basis. During your probationary period, you may terminate your employment with no advance notice. Likewise, your employment may be terminated by UNL with no advance notice as provided in Sections 101 and 110 of the Human Resources Policies and Procedures.

Regular Employee Status
Regular employees may terminate employment at any time and for any reason with appropriate notice. Regular managerial/professional employees may terminate employment with ninety days advance notice, and regular office/service employees may terminate employment with two weeks advance notice. Likewise, UNL may terminate employment on the same basis as provided in Section 110 of the Human Resources Policies and Procedures. Regular employment may also be terminated by UNL with no notice if that termination is for cause as provided in Section 109 of the Human Resources Policies and Procedures. 
