<INSERT COUNTY LETTERHEAD HERE> 
OFFER LETTER - CONTRACT 
DATE 
(New employee’s name)

(Home Address)

(Home Address)

RE: Offer of Employment 

Dear (New Employee):
I am pleased to offer you the contract position of (PAYROLL TITLE) for the University of California, Agriculture and Natural Resources, (NAME YOUR DEPARTMENT). Your contract appointment will begin on (DATE) and will end on (DATE). Your appointment is (XX%). The starting salary is ($00.00) per hour.  
The University of California has issued a systemwide executive order requiring all UC employees to receive an influenza immunization by November 1, 2020. Please get your vaccination or request an exemption as soon as possible. The executive order is an important proactive measure to help protect members of the UC community — and the public at large — and to reduce the severe burdens on health care systems anticipated during the coming fall and winter from influenza and COVID-19 illnesses. See http://ucanr.edu/fluvaccine for additional information and FAQs.


Please sign the bottom portion of this letter to indicate your acceptance of this position and return immediately. Congratulations and welcome to the University of California!
Sincerely, 
(Your Name)

(Title)

(Department)

I accept the position of (PAYROLL TITLE) at (XX%) fixed contract beginning (DATE) and ending (DATE).
_____________________________________

Signature



Date

