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[Date]
[Name]
[Address]
[Address2]
Offer of Employment



Dear [Name]:

Upon the recommendation of [Supervisor], [Supervisor Title], I am pleased to offer you the position of [Position Title] at the University of Nevada, Las Vegas (UNLV).  This is a full-time, 12-month, professional appointment at the range of [enter range 1-7].  Your term of appointment will commence on [insert date] and your employment for this fiscal year ends on June 30, 2014.
The base (full year) salary for this position is $[amount]. [If start date is July 1, delete the next sentence.] [Because you will be in this position for less than the full [academic/fiscal] year, your base salary will be prorated for the period [month/day/year]  through [month/day/year] payable over [a/an] [#]-month period for a total salary of [$amount].]  You will be eligible for all of the University fringe benefits which are available to all academic faculty/professional staff. Your responsibilities/duties will be assigned by the [Supervisor Title].
Your contract is subject to the NSHE Procedure & Guidelines Manual, Chapter 3, Section 8.  As such, all full-time employees will temporarily be required to take 6 days of unpaid leave per year, with a corresponding salary reduction of 2.3%, for FY2014 and FY2015.  For contracts of less than full-time, such leave shall be prorated accordingly.  Positions funded at least 90 percent through external grants and contracts may be excluded from this unpaid leave requirement for the period that such external support continues in FY2014 and FY2015, if the resulting salary increase can be paid for by the external grants and contracts.

All the provisions of the Nevada System of Higher Education Code (“NSHE Code”) are incorporated into your contract of employment, which will be separately executed by you and UNLV (“Employment Agreement”). In the event any provisions of this offer letter are inconsistent with or contradictory to the NSHE Code, the provisions of the NSHE Code govern. It is your responsibility to familiarize yourself with the provisions of the NSHE Code and the UNLV Bylaws. Reappointment considerations are governed by the NSHE Code and the UNLV Bylaws. Links to these documents for your review can be located at http://hr.unlv.edu/policies/organization.html. 

[For Temporary Contract – otherwise delete paragraph]
I expressly understand and agree that the provisions of this paragraph constitute notice to me on the non-renewal of employment at UNLV upon close of business at UNLV on June 30, 2014. Notwithstanding any provision of the NSHE Code to the contrary, no other notice of non- renewal of employment shall be required nor shall I have any rights under any of the NSHE Code for any other time period for notice of non-renewal of employment, other than as provided and set forth in this paragraph.  
[For Non-standard Notice Period – otherwise delete paragraph]
Notwithstanding any provision of the NSHE Code to the contrary, at any time after commencement of the Employment Agreement, Employer may terminate it by giving written notice to me. Such termination shall be effective not earlier than thirty (30) calendar days after the receipt of the written notice.

In order to ensure that your health insurance begins [month/day/year], it is imperative that we have a completed I-9 (Employment Eligibility Verification form) on file. This form will provide us with proof of U.S. citizenship or verification that you are eligible to work in the United States. To complete the I-9 form, go to http://hr.unlv.edu/forms/I-9/. Please complete part one of the online I-9 form no later than [month/day/year]. Please note that the I-9 form you submit is unofficial until you present the “original” documents indicated on your I-9 for our review. Under Federal law, failure to complete an I-9 form and present original documentation within three days of your arrival on campus would result in your employment contract with UNLV becoming invalid. 

[For Non U.S. Citizen – otherwise delete next two paragraphs]
It is your obligation to secure by the reporting date mentioned above all appropriate visas and other documentation required for legal employment in the United States.  At your request or the request of the appropriate overseas mission of the United States, the University will provide documentation regarding the offer of employment to you and the conditions of employment at UNLV.  You may contact our Office of International Students and Scholars at (702) 895-0531  for further information.

If you are a non-U.S. citizen, notwithstanding Chapters 5 and 6 of the NSHE Code, under Federal law, your continued employment at UNLV is contingent upon maintaining the appropriate work authorization throughout your employment.
If you request accommodation because you are unable to perform the essential functions of this position, please complete the enclosed Essential Functions form and return it with the signed letter of offer.

During your first week on campus, you will be expected to attend a new employee orientation with the UNLV Human Resources Department in order to complete all required  benefits and retirement documentation 
[If an initial allocation is provided – otherwise delete paragraph]
Initial employment allowance: You will receive a one-time payment of [$amount]. You will not be eligible for reimbursement of moving, relocation or other expenses in connection with beginning your employment pursuant to this agreement. Should you leave employment voluntarily within the first twelve months, this initial employment allowance shall be repaid in full. 

You acknowledge that the University has relied upon any and all application materials, resumes, and answers you have provided at interviews in extending this offer of employment to you.  Any representations, promises or offers made to you verbally or in writing by any agent of this University, other than those outlined above, are void and have no binding effect whatsoever. This offer letter is subject to the preparation of a formal employment contract executed by all parties.
If you agree with the terms of this offer, please sign and date this offer letter AND initial and date each page of this offer letter in the lower right hand corner where indicated and return the original to me no later than [day of week, month/day, year].  The copy should be retained for your records.

I look forward to having you as a [Position Title] of [Department] at UNLV.
Sincerely,

[Appointing Authority]
[Appointing Authority Title]
I accept the terms of the offer of employment as described in this letter. 
_________________________________
________________________
[Employee Name]




Date
_________

Initial/Date

_________

Initial/Date


