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%  for an actual salary of   FTR*EFFORT% for a XX% position. 

Your position is classified (exempt or non-exempt) according to the Fair Labor Standards Act.

You can anticipate receiving benefit information during your UM New Employee Orientation, which is scheduled for DATE at 8:00 AM in Suite 18, Wolverine Towers, 3003 South State Street.   If you wish to review your options ahead of time, you can visit the Benefits Office website at http://www.umich.edu/~benefits

 or you can request information by calling (734) 763-1214. As you may know, Michigan’s staff benefits program ranks with the best offered by any institution.  Please be aware there are time limits on electing your benefits from your date of hire.  Since federal law requires that the University of Michigan verify your eligibility to work in the United States through completion of an Employment Eligibility Verification Form (I-9), please review the list of acceptable documents and bring those to your orientation.
 
You are scheduled to attend an orientation for employees new to LSA on DATE from 8:30 to 10:30 a.m. in LOCATION.  You are welcome to browse through the LSA new employee website at http://www.lsa.umich.edu/lsa/neo prior to attending that orientation.

During the initial first six months of regular employment at the University of Michigan, you are considered probationary.  There is no obligation to continue employment through the probationary period if your performance is not satisfactory.  This policy applies to all new University of Michigan employees with regular employment, except bargained for staff members who have their own contractual agreements.  The University has an on-line staff handbook that you may find helpful in answering many of the general questions that arise after you’ve been offered a position.  You can find the handbook at http://www.hr.umich.edu/staffhandbook/.
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,

NAME

POSITION






Cc: 

LSA Human Resources

Enclosures:  
I-9 list of acceptable documents
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