<INSERT COUNTY LETTERHEAD HERE> 
OFFER LETTER - CAREER 
DATE 

(New employee’s name)

(Home Address)

(Home Address)

RE: Offer of Employment 

Dear (New Employee):
I am pleased to offer you the position of (PAYROLL TITLE) at Job Grade (XX) or Step (XX), with the University of California, Agriculture and Natural Resources, (NAME YOUR DEPARTMENT). The starting salary is ($00.00) to begin on (DATE). 

Please keep in mind that you shall serve a six month probationary period of continuous service beginning on (DATE).
The University of California issues policies essential for the safety and well-being of the community, including requirements for employees to be appropriately vaccinated or to have an approved exception/exemption on file. New employees may be asked to provide validation of full compliance of UC vaccination policies. Currently under review for implementation and renewal are policies regarding the Flu Vaccine (potentially to be renewed) and for COVID-19 (under review for policy finalization).  

If you have any questions or would like information on potential accommodations, please contact David Ritz at daritz@ucanr.edu. 
Please sign the bottom portion of this letter to indicate your acceptance of this position and return immediately.  The second copy is for your records. 

Welcome to the University of California. 

Sincerely, 

(Your Name)

(Title)

(Department)

I accept the position of (PAYROLL TITLE), Job Grade (XX) or Step (XX), at (XX%) fixed/variable, beginning (DATE).
_____________________________________

Signature



Date

