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 starting on (start date).  Should you choose to accept our offer, your starting pay rate will be $      per (hour/month) for       hours per week.  This is a non-benefits eligible position that will end on or before (end date).  Please note that this letter does not constitute a guarantee of continued employment.  
We hope very much that you will choose to accept this offer and we look forward to working with you.  If you agree to accept our offer for the (title) position, please indicate your acceptance by signing this letter below and returning it no later than five working days from the time of receipt.

Also, please complete and return the enclosed Personal Data Sheet (3 pages) with this letter. If the Personal Data Sheet is not received at least five days prior to your start date there will be a delay in accessing 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


Revised 12/15/10

