**HAVE YOUR HR MANAGER REVIEW LETTER BEFORE SENDING**
[Date]
[Name]
[Address]
[City, State Zip]
Dear [Name]:
It is my pleasure to welcome you to your new position as [Job Title] in [Section/Unit] with the Oregon Department of Corrections.   Your employment is effective [Date] and your rate of pay will be [$  ] per month.  This is Step [  ] of Salary Range [  ].  The position is [represented by (Union) or Management or Executive Service].
Please report to [Name of supervisor, Location] on [Date] at [Time].  You must bring your identification card (i.e. driver’s license) and other necessary documentation to complete an Employment Eligibility Verification Form (I-9).  The attached list contains acceptable documents for I-9 verification.  Please note: your I-9 must be completed by the third day of your employment.  Failure to complete the I-9 by the third day will result in leave without pay (LWOP) until appropriate documentation is presented to complete this requirement.
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]. 
You will serve a trial service period of [  ] months.  At the end of that time, provided your work and workplace behavior is found to be satisfactory, you will attain regular status. Your salary eligibility date is one year from your hire date.     
Congratulations and welcome to the Department of Corrections.  
Sincerely,

[Name]
[Title]
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