Date
Dear: 
I am pleased to offer you the position of (University title), at _______% effort, in the (unit) beginning (date). Your starting salary will be (amount) per year, which is in the (Ex: first) quartile of pay grade (Ex: 06), plus University benefits.  Your employment is contingent upon completion of a successful credential (OPTIONAL: and criminal background) check.
Your hire is supported through The University of Iowa’s Staff Diversity Opportunity Program (see http://www.uiowa.edu/hr/administration/sdop.pdf).  This program creates opportunity for women and minorities through creation of professional positions of up to two years duration.  The program includes a development plan to identify and enhance skills, knowledge, and abilities that will increase the likelihood of your successful candidacy for future P&S vacancies.  As your employment in this position progresses, we will consider options for your continued UI employment beyond the scope and timeframe of this appointment.  Future employment cannot be guaranteed, however, and ultimately you are responsible for seeking and securing future employment in other UI positions.
The University of Iowa offers a full array of benefits for Professional and Scientific staff that add considerably to the value of your total compensation. The majority of the benefits are offered through a flexible benefits, or cafeteria-style, program. You will select between various benefits options, to best suit your personal needs. Options include medical plans, dental plans, life insurance, disability insurance, and medical and dependent care spending accounts. Insurance coverage is available for you, your spouse or domestic partner, and your children. You will also participate in the TIAA/CREF retirement program. The University contributes 6-2/3% and you contribute 3 -1/3% on the first $4,800 of salary. Thereafter, the University contributes 10% of your budgeted salary, while you contribute 5%. You will also be eligible for vacation and sick leave. As a condition of employment, you will be required to receive all payments by direct deposit.  You may sign up for direct deposit on the University self service web site shortly after you begin your appointment.  http://hris.uiowa.edu/selfservice/.  Any questions concerning the benefit programs may be directed to the University Benefits Office (319-335-2676). Detailed information may also be obtained from the Benefits web site at http://www.uiowa.edu/hr/benefits/.
Your responsibilities in this position will include: (or attach description). 
This position is a renewable term appointment ending (date). It is possible that your term of appointment could be extended, but at this time I am assured of funding for the position only through the indicated date. For further information on term status, please see the P&S Status Definitions.
We encourage you to contact your HR Representative to discuss your needs if you are a person with a health condition or disability and need assistance related to your new position.

I am enthusiastic about you joining our professional staff and look forward to working with you. To indicate your acceptance of this position, please sign and date below the attached copy of this letter and return it to me in the enclosed envelope.
Sincerely,

(Signature)

Name, Title, etc.
Cc:  Jane Monserud, University Employment Services
Accepted by: ______________________________________  Date: ___________________ 
 
*Note:  Special federal and state tax withholding rules apply for nonresidents with immigration status F1, J1, J2,  H1B, TN, O1, Asylee and Refugees.  For more information regarding these rules, please contact the Payroll Office (319-335-2381) or email Xuefen Zhen@uiowa.edu
