NEW TO LSA LETTER

DATE

NAME

STREET

CITY, STATE  ZIP
Dear Mr. / Ms.:

On behalf of the University of Michigan and the College of Literature, Science and the Arts, we are pleased to welcome you to the position as a JOB TITLE in the UNIT NAME starting on DAY, DATE, YEAR.  Your annual salary is confirmed at SALARY*FTR%, with an actual salary of FTR*EFFORT% for a XX% position. 
Your work schedule will be Monday-Friday from 8-5 with a one hour lunch period.
Your position is classified (exempt or non-exempt) according to the Fair Labor Standards Act.

You are scheduled to attend an orientation for employees new to LS&A on DATE from 8:30 to 10:30 in LOCATION.  Please arrive at 8:15 to sign in and get refreshments. You are welcome to browse through the LS&A new employee website at http://www.lsa.umich.edu/lsa/neo prior to attending that orientation.

We are impressed with your background and experience and believe that you will make a valuable contribution to the success of our unit and the College’s mission.  We trust that you will find it rewarding to work here and will learn that LSA stands ready to provide support and encouragement for your professional development.

We look forward to working with you.  Please call us if you have any additional questions.

Sincerely yours,

Key Administrator




Hiring Supervisor

CC:
LSA Human Resources
