Sample Career Position Offer Letter
Healthcare Units (NX, EX, and HX) – Without Benefits Statement

[bookmark: Text3][enter date]


[bookmark: Text4][enter name]
[enter address]

Dear [enter name]

[bookmark: Text1][bookmark: Text2]As the successful candidate for the [enter Working Title; Classification; Step] position, I welcome you to the [enter department]  at the University of California, Riverside.

[bookmark: Text5][bookmark: Text6][bookmark: Text9]Your [enter % of time appointment] appointment will begin on [enter beginning date]. Your monthly salary will be [enter $ amount of salary]. The terms and conditions of your employment are covered by the [Choose: Patient Care Technical (EX)/ Residual Health Care Professionals (HX)/ Registered Nurses (NX)] Contract. An electronic version of this contract is available on the Human Resources (HR) website.   

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 as well as a fingerprint check through the State of California Department of Justice (DOJ)/Federal Bureau of Investigation (FBI).

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.  

[bookmark: Text8]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]. You are welcome to contact [enter name], [enter telephone#] and [enter email address] to discuss any questions you may have regarding employment at UCR. 

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. For more information on our Smoke/Tobacco-Free policy
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