Date
Applicant Name
Address

City, State

Dear Applicant,  
Per our recent discussion, I am pleased to offer you employment with Oklahoma State University as Title to begin on or before ______ or a mutually agreed upon date.  
Your starting base salary will be $____ annually.  You will be eligible for ____ days of leave (___days of annual leave, ___ days of sick leave) accrued annually.  You will also be eligible for the OSU benefit package including but not limited to medical, dental, vision, life insurance, retirement, disability, and a tuition waiver.  More information regarding benefits can be found by visiting http://hr.okstate.edu/benefits.  If you have any questions about your benefits, you may contact Employee Services at (405) 744-5449.
Upon hire, you will serve a 90 day probationary period before final certification as a full time employee.  During the probationary period we will meet to discuss your performance.  During this time period you will not be able to use your accrued annual leave, but sick leave will be available should it be needed.

OSU is informing you via this letter of their intent to perform a criminal background check of your records.  You will receive an email from ApplicationStation@truescreen.com which will prompt you to complete an online background check authorization form.  Employment is contingent upon the completion of this background check and OSU reserves the right to rescind this offer of employment based on the review of the background check information.

Name, we at the OSU are pleased to make this offer and look forward to having you as part of the OSU team.  If you agree to the terms of this offer, please sign below and return to _______  by __________.   

Best regards,

Hiring Official Name

Title

	
	
	

	Candidate’s Name 
	
	Date
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