January 15, 2015







Candidate Name
Candidate Department
Dear Xxxxx,

Congratulations!  On behalf of the Division of Student Affairs, I am pleased to offer you the position of [Position Title] in the [Department name] with an annual salary of $1,000.00.  In this position you will report to [Position Title/Name of Supervisor].  Your estimated start date is [Start Date].  
This offer of employment is contingent upon completion of a background investigation demonstrating your eligibility for employment with the University of Georgia, as determined by the University of Georgia in its sole discretion, confirmation of credentials and, employment history reflected in your application materials.  Persons who have been convicted of a crime may not be eligible for employment by the University System of Georgia.

I am enthusiastic about the contributions you will continue to bring to our team, and I hope you will decide to take this new challenge.  If you have any questions regarding the details of this offer, please contact me at (xxx) xxx-xxx or via email (xxx@uga.edu) and I will ensure that we address your concerns to assist you in making an informed decision.  Please indicate your acceptance in the space provided below and return to me once signed.  

Sincerely,  

Name
Position
Department

Division of Student Affairs
Address if desired (omit if on stationery)
University of Georgia

I accept the offer at the terms described above.

______________________________________________

___________________
 

SIGNATURE







DATE:  (MM, DD, YY)

