Sample Career Position Offer Letter Non-Represented (99) – With Benefits Statement

[enter date]


[enter name]
[enter address]


Dear [enter name],

[bookmark: 7voajteq4wri]As the successful candidate for the [enter working title, classification, grade] position, I welcome you to the [enter department name] at the University of California, Riverside.
Your [enter % of time] appointment will begin on [enter date]. Your monthly salary will be [enter monthly salary]. The terms and conditions of your employment are covered by Personnel Policies for Staff Members. An electronic version of these policies are available on the Human Resources (HR) Personnel Policies for Staff members webpage. 
The offer of this position is conditional upon your being able to provide, in accordance with federal law, evidence of authorization to work in the United States, the receipt of satisfactory results from your references, the successful completion of a background check through the university's background check agency prior to your start date or a fingerprint check through the State of California Department of Justice (DOJ)/Federal Bureau of Investigation (FBI), as required by the position.
New Statement for External Candidates and Internals with a Misconduct Check
This offer is contingent upon your successful completion of an Employment Misconduct Disclosure review where you will be required to disclose any final administrative or judicial decisions within the last seven years determining that you committed any misconduct. You will also be permitted to inform us if you have filed an appeal of a finding of misconduct.
New Statement for UC internal candidates is:​
You are subject to a Personnel File review, including verification of prior position(s) and employment dates, and a summary of performance-related records such as recognition, required trainings, and any disciplinary actions or employment changes. Any notice of allegation(s) currently involved in an administrative or disciplinary proceeding related to Misconduct will also be reviewed.
If you are assigned to perform substantial work under certain federal contracts/subcontracts during your employment with the university, the university will need to confirm your eligibility to work in the United States through E-Verify.
As a university employee, you will be required to comply with all applicable University policies and/or collective bargaining agreements, as may be amended from time to time. Federal, state, or local government directives may impose additional requirements. Additionally for information on how to submit proof of vaccination, please visit the EHS Coronavirus website.  
We are proud of our comprehensive benefit offerings and [enter department name], in our department, we can help you enroll in the UCR Staff Orientation and the Staff Benefits Orientation where you will be provided more information regarding this great university and the benefits of working at UCR. As a new employee, you will have 31 days to elect benefit coverage. For a comprehensive guide and videos of our benefit offerings, please visit the Faculty and Staff Wellness Program webpage.
· Departments may pay all or a predetermined portion of such expenses as allowed in UCOP BFB-G-13: Policy and Regulations Governing Moving and Relocation. 
· Departments who elect to reimburse the candidate should include the relevant language listed in this section. 
Additionally, the University of California has established UCOP BFB-G-13: Policy and Regulations Governing Moving and Relocation and the university established UCR Policy 650-32: Moving and Relocation Expense Reimbursements for Staff Employees to govern moving and relocation expenses. The reimbursement of moving expenses is at the sole discretion of the university and is subject to IRS Treasury regulations and the availability of funds. 
The university will reimburse up to 100% of the eligible, reasonable, actual expenses of the move, up to a maximum of [enter maxiumum amount of reimbursable moving expense]. Please note, as an MSP or PSS appointee, if you voluntarily separate from this position prior to completing one year of service and do not accept a position within the UC system within 12 months from your initial date of appointment, you may be required to pay back 100 percent of the moving and relocation expenses reimbursed by the university.
[bookmark: a333m3cgqx32][bookmark: hephe41k792j]If you are in agreement with the terms and conditions of this offer, please sign and return the enclosed copy of this letter by [Insert date that is 2-3 business days out from date sent to candidate]. If you have any questions regarding your employment at UCR, please contact [enter name], [enter telephone #], and [enter email address].

Sincerely,


Signature

I understand and accept the above conditions, and I accept this offer:


	[enter name]
	
	[enter date]

	Name
	
	Date



UCR is a smoke/tobacco-free campus
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