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Today's Date

Dear: 

I am pleased to offer you the position of (University title), at_________% effort, in the (unit) beginning (date). Your starting salary will be (amount) per year, and you will be eligible to receive University benefits described below.  Your employment is contingent upon completion of successful credential and criminal background checks.

The University of Iowa offers a full array of benefits that add considerably to the value of your total compensation. You are able to select between various benefits options, to best suit your personal needs. Options include a choice of retirement plans.  Serious consideration must be given to choosing a retirement plan because your choice of a retirement plan is an irrevocable decision that must be made within 60 days of your hire date.  The University has two retirement plans from which you may choose, both with generous University contributions.  You may choose to participate in either the Iowa Public Employees Retirement System (IPERS) plan or the University Funded Retirement Plan through Teachers Insurance and Annuity Association-College Retirement Equities Fund (TIAA-CREF). The IPERS plan is a Defined Benefit plan and retirement income is determined by a formula based on your years of service and salary earned.  The TIAA-CREF plan is a Defined Contribution plan and retirement income depends upon your individual retirement investment returns. If you do not select a plan within the 60 day window, you will automatically be enrolled in IPERS.  The University Benefits Office will be sending you additional information about these plans and a Retirement Plan Election Form following your acceptance of this offer. 

Your benefit options also include medical and dental insurance, life insurance, disability insurance, and health care and dependent care spending accounts. Insurance coverage is available for you, your spouse or domestic partner, and your children. You will be eligible for UI health and dental insurance benefits on the first of the month following your start date. You will also be eligible for vacation and sick leave. 

Detailed information regarding University benefits may be obtained from the Benefits web site. Any questions concerning the benefit programs may be directed to the University Benefits Office (319-335-2676).

As a condition of employment, you will be required to receive all payments by direct deposit.  You may sign up for direct deposit on the University Self Service Center web site shortly after you begin your appointment.

Your responsibilities in this position will include: (or attach description). 

Select either a, b, or c below to follow as the next paragraph. 

a. This position is classified as "at will" status. For further information on “at will” status, please see the P&S Status Definitions below.
b. You are being appointed to this position with career status, which means you have special protections and rights as an employee. Your career status date is _____. For further information on career status, please see the P&S Status Definitions below.
c. This position is eligible for career status pending successful completion of a probation period during which your performance is evaluated against the department's standards. Based on your classification, your probationary period will be ____ months. For further information on probationary status, please see the P&S Status Definitions below.

OPTIONAL LANGUAGE THAT MAY INCLUDED IN OFFER LETTER: 

Your first day of work is scheduled to be [insert date].  Please report to [insert location] at [time of day].

On your first day of employment, please bring any documentation that you will need to complete an I-9 form, to verify your eligibility to work (go to I-9 Information).

This offer of employment will be withdrawn if not accepted by [date].

A valid driver’s license is required for this position.  Your offer of employment is contingent upon a review of your driving record and compliance with the standards of the University of Iowa’s Fleet Safety Program. Failure to meet the requirements of the University of Iowa’s Fleet Safety Policy may result in the withdrawal of the employment offer.

Sincerely,

(Signature)

Name, Title, etc.

Accepted by: ___________________________________	Date: _________________________________________________

*Note:  Special federal and state tax withholding rules apply for nonresidents with immigration status F1, J1, J2,  H1B, TN, O1, Asylee and Refugees.  For more information regarding these rules, please contact the Payroll Office 

P&S Status Definitions

AT-WILL STATUS applies to a staff member whose administrative, policy-making, or other responsibilities makes it inappropriate to confer career status upon them in the position.

CAREER STATUS carries specific employee rights related to grievance, re-employment, and termination notice provisions. For example, if your position is eliminated because of reorganization or lack of funding, the length of written notice to which you are entitled will be based on your career status date.

PROBATIONARY STATUS is that time during which a staff member's performance is evaluated to determine whether the staff member is demonstrating the capacity for continued performance at a level necessary to meet the department's or unit's standards set for the position.

TEMPORARY STATUS is a continuous "at-will" appointment of not more than one year to meet an emergency or temporary need of the University.

For more detailed information, please refer to the University Operations Manual, III-3.1, Policy to Define the Relationship of Professional and Scientific Staff Members to The University of Iowa.
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