(Date)

(New employee’s name)

(Home Address)

(Home Address)

Dear (New Employee):

It is my distinct pleasure to offer you the position of (Title) with the University of California, Agriculture and Natural Resources, (Name your Department). The limited term appointment will begin on (Date) and end on (Date), at a BYA compensation of ($00.00). Your appointment is (XX%). 

I look forward to you joining our team in (Name your department). Please sign below to verify your acceptance of this position, and return original to me.

Sincerely, 

(Your Name)

(Title)

(Department)

Accepted:

_____________________________________

Signature



Date

