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	Sample Letter: New to State Offer Letter


	Use Agency letterhead


((Date))
((Applicant Name))

((Applicant Address))

Dear ((Name)),

Congratulations on being selected as the ((position title)) with ((agency)).  Your hire date is effective ((date)), and your salary is $((salary)) per month.  This is Step ((#)) of Salary Range ((#)). The position is ((list if represented, management, etc.)). 
Note: List any applicable contingencies here, such as passing criminal history check, presenting proof of degree or certification, etc.

Please report to ((name of supervisor and location)) on ((date0) at ((time)).  You must bring identifying documents necessary to complete an Employment Verification Form (I-9).  Attached is a sample Form I-9.  Page three lists the types of documents you need to bring to verify your eligibility to be employed. Your employment is contingent upon your eligibility for employment.

As a new employee with the State of Oregon, you will receive ((#)) hours per month of vacation leave, which may be used after ((#)) months of service.  You will also receive eight hours of sick leave, which you are eligible to use after ((date)). ((Check applicable CBA or policy for correct leave accrual and usage.)) During your orientation you will receive information about insurance and retirement benefits. 

You will serve a trial service period of ((#)) months. During this time period your work and workplace behavior is evaluated to see if continuance in state service is warranted. Your salary eligibility date is one year from your hire date. 

I included two copies of this letter.  Please sign one and return it to me by ((date)).  The other copy is for you to keep.

Thank you for accepting this position.  The skills and talent you bring to this position will greatly assist this administration in achieving its goals.

Sincerely,

((Agency Contact Name))

((Contact Title))

((Agency))

((Contact Information))

cc:
Personnel File

Attachments:

Sample Form I-9




Copy of Offer Letter

I understand and agree to the above information regarding my employment with ((agency)).

Signature __________________________________________________ Date _________

