Sample Offer Letter - Internal Candidates Not on Grant Funding


Date

Name

Address
Address
Re:  Role Title, Grade, Job Class, Monthly/Weekly, Exempt/Non-Exempt

Dear__________________:
We are pleased to welcome you to (Name of School/Center/Department – add Department website, if available) at the University of Pennsylvania. We are writing to make you a conditional job offer. Your first day of employment will be (Date). Your Role is (University Role Title) and your salary is $$$$ per (Hour/Month). The work schedule for this (specify hours 35, 37.5 or 40) hour position is (time) a.m. to (time) p.m., including one hour for lunch [which is unpaid – include for non-exempt employees only].

Your employment with Penn is at will, meaning that either you or the University may terminate the employment relationship at any time and for any reason. Satisfactory completion of the 90 Day Evaluation Period will not alter the at-will status of your employment.
Continuation of your position is dependent, in part, upon your successfully meeting the established performance expectations for this position. 

A University staff member, transferring from one University position to another, is subject to Human Resources Policy 117, Internal Hire (formerly Transfer Policy). In accordance with this policy, if a staff member’s performance does not meet departmental standards during the first 90 calendar days in the new position, the staff member may be placed on probation. During this period you will receive guidance on performance expectations and your progress at meeting these expectations will be monitored. 

We hope that you find your experience at Penn in the (School/Center/Department) both rewarding and pleasant. We are happy that you have decided to join our staff.

Sincerely yours,
Supervisor’s Name,

Title
My signature below indicates my acceptance of this appointment and my understanding that the continuation of the position is dependent, in part, upon continued satisfactory performance. I acknowledge that my employment is at will, that this is not an employment contract, and that my position may be terminated at any time for unsatisfactory performance, misconduct, or for other reasons.

My signature below also indicates that as an employee of the University, I am placed in a position of confidence and trust. My appointment may give me access to confidential information, and unauthorized disclosure of this information would cause irreparable damage to students, staff, faculty, alumni, patients, affiliates, agents and contractors of the University. In accepting this position, I agree that during and after my employment with the University, I will not use or disclose any confidential information except as may be necessary and appropriate in fulfillment of my duties, and I further agree to maintain the confidentiality and security of University information in accordance with University information-security policies as they may be amended from time to time. I also agree to maintain the confidentiality of my password for all systems that I use to access confidential information.*
______________________________

_______________________

[Staff Member’s Name]



Date

*Should you have any questions regarding appropriate use, disclosure and protection of confidential information, please contact Penn’s Chief Privacy Officer or Information Security Officer.
For Non-Resident Alien Only (if applicable)
Below is additional required information relating to your employment at the University of Pennsylvania:

· Please contact International Student and Scholar Services (https://global.upenn.edu/isss) upon your arrival to the University of Pennsylvania.

· If you do not have a U.S. Government issued Social Security Number (SSN), wait 10 business days before submitting an application to the Social Security Administration Office.  Instructions on how and where to apply for a social security number can be found on ISSS’s website at https://global.upenn.edu/isss.
· If you do not have a Social Security card issued by the United States Social Security Administration, you will need to provide your passport number and country code to your Business Administrator.

· You may be eligible for tax treaty benefits. Please visit the IRS website at http://www.irs.gov/ to see if the US has a tax treaty with your country. If there is a tax treaty, you must visit the following office, to determine if the tax treaty is applicable to your specific payroll situation: 

Payroll Tax Office

3451 Walnut Street

Franklin Building, 3rd Floor

Monday – Friday

10:00 a.m. – 2:00 p.m.

Note: Before visiting this office, you must have a valid US Tax Identification Number

(i.e. SSN or ITIN) and your Minimum Record in PennWorks must be ‘OK’.
Your Departmental Payroll Coordinator can assist you
with the ‘OK’ determination in PennWorks.
NOTE: The Hiring Officer may add additional comments to help personalize the letter.








