Sample Offer Letter for New or Rehired Employee

(Insert Date)
(Insert Name of Selected Applicant)
(Insert Address)
Dear (Insert Name):
I am pleased to offer you the position of (Insert Name of Title) with (Insert Agency Name) in the (Insert Name of Unit/Department) at a (monthly/hourly) rate of ($$$).  
(For grant-funded positions, Insert): Continued employment in this position is contingent upon availability of funding. 

 (If moving expenses are offered, Insert:) To facilitate your relocation, we will also allocate $$$$, less taxes, to cover moving expenses you may have.  If you have questions regarding the lump sum moving expense, please contact Ms. Karisa Cherry at (979) 845-4260.
This letter is not a contractual agreement or a guarantee of continued employment.  This offer of employment is contingent upon successful completion of a criminal background check, your demonstration of your authorization to work in the United States and verification of degree(s)/certifications/licensure, if applicable.  (Insert supervisor’ name or I) will be your immediate supervisor.  (Insert Agency Name) is an at-will employer which means that either you or the agency is free to end the employment relationship at any time, with or without cause.  This position (is/is not) eligible for overtime under the provisions of the Fair Labor Standards Act.  Your anticipated start date for this position is (Insert Date).

This position is eligible for a generous benefits package and participation in a retirement program.  Upon employment, you may choose to immediately enroll in a Texas A&M University System sponsored insurance plan, provided you pay the full cost of premiums.  You may also defer enrollment in a health plan until the first of the month following a 60-day waiting period from your date of hire.  At this time the State of Texas will pay for a portion of the total health insurance premium amount.  This position also participates in a retirement program effective on your date of hire.  Since you will be making your benefit selections on or before your first day of work, you may want to familiarize yourself with the Employee Benefits Guide which can be found at: http://assets.system.tamus.edu/files/benefits/pdf/ae/FY18/booklets/BenefitsGuide.pdf 

We support the agency’s goals to recruit and retain a quality workforce and encourage life-long learning practices.  We will do our part to assist you in your new position and encourage you to take advantage of training and development opportunities that are available to help you be successful.

We are pleased that you will be working with us and look forward to a positive working relationship.  








Sincerely,








(Insert Name of Supervisor)
Background Check Instructions

Prospective employee, current employee (in specific instances) or volunteers are required to have a criminal background check.
Sterling Talent Solutions is our service provider.  Soon you will receive an email from SterlingBackcheck.com and “Texas A&M AgriLife – Background Screening Instructions” will appear in the subject line.  Please check your junk or spam folder if you do not see this in your inbox.  The email will contain a link to a secure server.
Using the link provided in the email, you will log into a secure server where you will create a User ID and password.  You will then enter the information required to perform the criminal background check.
You must give your consent to complete the check via this website and you will receive copies of all documents you complete. ALL requirements must be completed before the check can be conducted.

· The link provided in the email will expire in a short time frame, so it is critical you respond immediately upon receipt.

· Failure to consent and complete the required information will make you ineligible for employment or volunteer purposes.

Questions can be directed to:

Texas A&M AgriLife Human Resources
 (979) 845-2423
HRBackground@ag.tamu.edu
