Date    
Name


Address
City, State Zip Code
Dear (Name):

The University of Houston is pleased to offer you the position of (title) with the (dept title) department. Your expected starting date of employment is (start date) and this assignment will end on (end date).  Please report to (person’s name, location, and time). 
We look forward to utilizing and expanding your knowledge, skills and abilities as you grow with the University.  Should you choose to accept our offer, your starting pay rate will be $      per (hour/month).  This position is (exempt/nonexempt) and will have a probationary period of (6/12) months from the date of hire.  This position is funded solely by a research  (contract or grant). Accordingly, your position is contingent upon receipt of the necessary funding under  (contract or grant name) .
All employees are required to use direct deposit for salary payments. If circumstances currently do not permit you to have a bank account, a Pay Card Account will be opened for you via Bank of America. 
Your research will focus primarily on  (description of research)
Please visit the following sites and review some of the benefits the University of Houston has to offer.  Once you accept this offer, you will attend our New Hire Orientation for new employees where you will receive more information, details and discussion about becoming a part of the University of Houston team.  
· Benefits (Employee Retirement System): http://www.ers.state.tx.us  

· New Hire  Orientation : http://www.uh.edu/human-resources/for-employees/new-employees/new-hire-orientation/index.php
We hope that you will choose to join us and we look forward to working with you.   Please indicate your acceptance of the (title) position by signing this letter below and returning it no later than  (date). This employment relationship with the University of Houston is at-will, which means that either you or the University may end the employment relationship at any time with or without cause.  

Please complete and return the enclosed Personal Data Sheet (3 pages total) with this letter (and any additional forms required by the department) no later than (date). Failure to complete and return the enclosed PDS at least five days prior to your start date will delay access to many campus services, including parking. 

If you have any questions about this position, please feel free to call (hiring dept) at (phone).

Sincerely,
(hiring manager)
I hereby accept employment with the University of Houston.

___________________________________________


_____/ _____/_____

Signature








Date

     


