Date
Dear First Name Last Name :

Following our recent discussion, we are happy to offer you a(n) Title position for Name of Department, starting on New Hire Date.  Your hourly wage will be $. Under our current pay system, student employees are paid on a bi-monthly basis. It is essential that you complete the following steps prior to your first day of work:
· If you have no other current UNI work assignment, please visit http://www.uni.edu/careerservices/campus-jobs to obtain and complete new hire and payroll paperwork.  These documents include I-9, federal and state W-4, and direct deposit.

· Report to the Office of Career Services (102 Gilchrist Hall) or the Department of Residence (Main Office of Redeker) to turn in the forms and provide document(s) that will establish your identity and employment eligibility.  For a list of acceptable documents, please visit http://www.uscis.gov/files/form/i-9.pdf
We look forward to having you on board!
Sincerely,

Supervisor Name
Title
I hereby accept the offer above for the student employment position of Title for Name of Department, starting on New Hire Date in accordance with the conditions noted.

Signature:

University ID#:

Date:

