Unit Letterhead


{Date}

Dear {name}:

I am pleased to offer you the position of {title} within the {department} at The Ohio State University. The offered position is {full-time/part-time} beginning on {date}, at a {salary/pay rate} of {$$$}. You will be paid {bi-weekly/monthly}.

Enclosed is a packet of information describing the outstanding benefits at The Ohio State University. Beginning your first day of employment, you are eligible for many of these benefit programs. In the early stages of your employment, you will receive additional benefits information. As a new employee of The Ohio State University, you are strongly encouraged to sign up for Direct Deposit with a financial institution of your choosing.

The position offered is within the Classified Civil Service. Accordingly, The Ohio State University’s classification plan, rules, and procedures as well as the law of the State of Ohio regarding the Classified Civil Service govern your employment. The Ohio State Office of Human Resources Web site (http://hr.osu.edu) contains the university’s human resource policies, including rules for Classified Civil Service employees. Please familiarize yourself with these. 

The Ohio State University is required by federal law to verify the identity and work authorization of all new employees. Accordingly, this offer is contingent upon verification of identity and eligibility to be employed in the United States. Please consult with {name} for further information regarding this requirement.

Ohio State faculty and staff are covered by the Ohio Ethics Law for public officials and state employees, and accordingly must receive and acknowledge a copy of this legislation which is enclosed. Please acknowledge receipt. 

In addition, according to the Ohio Revised Code (ORC), sections 2909.32, 2909.33 and 2909.34, new employees must receive a copy of the Terrorist Exclusion List (TEL) and complete a Declaration Regarding Material Assistance/Non-assistance to Terrorist Organizations (DMA) form.  Please submit a completed DMA form prior to your first day of employment.

The Ohio State University is required to provide each new employee with a written statement that explains how public employment could impact your future Social Security benefits.  You will find enclosed a Statement Concerning Your Employment in a Job Not Covered by Social Security, form SSA-1945.  Please complete the form and return it along with your acceptance of this offer.  If you have questions regarding the form, please feel free to contact me or your department’s human resource professional, {name}.

[Paragraph about Ohio State Department if desired.]

You may indicate acceptance of this position by signing below and returning a signed copy of this letter to me at the above address. I would appreciate receiving a response to this offer by {date}. Please feel free to call me if you have any questions about the department, the university, or the terms of this offer. Welcome to The Ohio State University. We are delighted to have you join the university and I look forward to working with you.

Sincerely,

{Name and Title}

Enclosures

cc:
Department Fiscal Officer

I acknowledge receipt of this letter and I accept the position offered

Signature ______________________________________________ Date _____________________

