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[DEPARTMENT NAME]
BERKELEY, CALIFORNIA  [ZIP CODE]





[DATE]

[NAME]

[ADDRESS]

Dear [NAME],

Congratulations on accepting the position of [POSITION TITLE] for [DEPARTMENT NAME] at the University of California, Berkeley. This position is covered by the [ENTER CONTRACT or PPSM] which can be found at [LINK/URL]. We are delighted that you will be joining us.

I would like to confirm our conversation from [DATE OF CONVERSATION], in which you accepted the position. You are an [EXEMPT, NON-EXEMPT] employee. Your salary will be [EXEMPT: $/MONTHLY; NON-EXEMPT, $/HOUR]. Your starting date will be [START DATE] and your schedule will be [SCHEDULE]. You will be reporting to [SUPERVISOR’S NAME].

[IF SENSITIVE POSITION] 

This position is sensitive and will require a criminal background check. Employment is conditioned on successful completion of the check.
[DESCRIBE TRAINING / ORIENTATION PLAN / GOALS] 
[IF APPROPRIATE, GIVE OPERATION SCHEDULE, HOLIDAYS, CURTAILMENT PERIODS, ETC.]

As a new career employee, you will serve a [six-month or three-month] probationary period.  During this time I will evaluate your performance in writing.  

If you have any questions, please do not hesitate to call me at [PHONE #], or contact me via e-mail at [E-MAIL ADDRESS]. [NAME], welcome to the University of California! I look forward to a great working relationship with you, and am pleased that you are a member of our team. You bring unique skills and exceptional creativity to us, and I am sure that we will all grow professionally as a result.  

Sincerely,

[SUPERVISOR’S NAME]

[SUPERVISOR’S TITLE]

cc:
Personnel file

I accept this offer:

__________________________________________________

________________________________
Signature






Date
