[bookmark: _GoBack]

Date

Name
Address
City, State ZIP

Dear

Congratulations!  This letter will confirm your temporary appointment to a [classification and working title] with the [functional unit] effective [date].   Your rate of pay will be $[  ] per hour.  You will be paid on the first and fifteenth of each month.  This assignment will end no later than [date].

You may be terminated at any time at the discretion of the Appointing Authority.  Your appointment in no way assures or implies an appointment to any permanent position with the Oregon Department of Corrections.

If you are working in a police and fire status position, you are eligible for Assurant Life Insurance benefits.  

As a temporary employee with the State of Oregon, you will be eligible for 1 hour of sick leave for every 30 hours of work.   You will be eligible to begin using this accrued leave on the 91st day after your hire date.   You are eligible to use up to 40 hours in a calendar year.

You may become eligible for insurance benefits on the first day of the fourth month of your appointment.   You will receive information regarding your eligibility within three months of your appointment.   Please contact your Payroll and Benefits Specialist for further information.

Retirees: Please contact Payroll to discuss your benefit options, as soon as possible. 

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.

If you have any further questions regarding your status as a temporary employee, please feel free to contact [name], Human Resource Manager, at [phone number], or [name], Payroll and Benefits Specialist, at [phone number].

Welcome to [location].   We are confident in your ability to meet the challenges of this position and look forward to working with you.

Sincerely,


[Hiring Manager]
[Title]
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