Letterhead Here
Date
Name
Street Address
City, ST Zip
Dear Name:

I am pleased to offer you a position at Emory College of Arts and Sciences of Emory University as a/an Position Title in the Department Name.  This position is full-time/part-time and will start on Start Date.  Your pay rate will be $X,XXX.XX per month.  This is an exempt position, is paid on a monthly basis, and requires direct deposit to your bank account. You will be paid on the last working day of the month.  
This offer is contingent upon your successful completion of the pre-employment process, including a criminal background check, demonstration of legal authorization permitting you to work in the U.S. and, if in a clinical setting, possibly, a health assessment and/or drug screen. 
You will also be eligible for the standard benefits package provided to Emory University employees, and will be sent information concerning Emory’s online orientation process via email. You are encouraged to attend the New Employee Welcome session, via Zoom.  Information about the session and Registration can be found on this site: https://www.hr.emory.edu/eu/career/new-hires/welcome-session.html. Failure to enroll within 31 days of your hire date will require that you wait until the next open enrollment period to sign up for benefits.  Your benefits representative is Rita Calderon, 404-727-7613.
By accepting this position, you acknowledge and agree that the policies and procedures of the College and the University, including but not limited to the University’s Code of Business Ethics and Conduct (available at http://policies.emory.edu/4.115) establish the terms and conditions of your employment.

I hope this position will be a rewarding experience for you, both personally and professionally.  If you choose to accept this offer, please sign this in the space provided below and return to me by Date.  
Please contact me at XXX-XXX-XXXX if you have any questions or need additional information regarding your new position.   
Sincerely,

Name
Title
Please indicate your acceptance of this offer by signing the below:
____________________________________________
____________________

Employee Name





Date

cc:  Emory College Human Resources
