Date

Name

Address

Address

Dear (Last Name):

Congratulations on your appointment as (insert title) with the (insert name) of the division of (insert name).  

The University of Louisville is a premier metropolitan research university.  Your selection means you are joining a progressive and vibrant university community. . . Welcome!

The following is information about your appointment:

· Title:  

· Appointment Type (Administrator, Professional, Classified):

· Hourly Wage/Monthly Salary: (Wage for biweekly employee, Salary for monthly employee)

· Pay Group/Pay Frequency: (Biweekly or monthly by the 30th)

· Work Location:

· Work Phone: 

· Supervisor/ Phone: 

· Special Condition of Employment:  (work nights and weekends as needed, etc.)

Note:  This offer of employment is contingent upon you satisfying employment eligibility and/or work authorization requirements of the Bureau of U.S. Citizenship and Immigration Services.  

You will spend your first day of employment in New Employee Orientation at the Human Resources Department, 1980 Arthur Street, on the Belknap Campus.  Orientation begins at 8:30 a.m. and ends at about 3:30 p.m.  There you will receive valuable information about your benefits, complete all your payroll paperwork, receive your employee identification card, and have an opportunity to receive a university parking permit.  A group lunch is included in the day.  

The day of orientation, please park in the visitor spaces at Human Resources and please bring the following with you:

· Driver’s license and Social Security card (or other documentation to complete a federal I-9 form.  See the following link for information http://uscis.gov/graphics/formsfee/forms/files/i-9.pdf;

· Birth dates and social security numbers of dependents you intend to enroll in your health plan;

· Names and address of beneficiaries for your life and accidental death and dismemberment policies;

· Group policy number and name of your spouse’s health insurance; and

· Voided check or deposit slip to establish direct deposit for your pay check.

· If you are a foreign national you will also need to bring your visa, passport, DS 2019 or employment authorization documents, I94, and any other documentation indicating your status and work authorization.

Once again, welcome to the University of Louisville!     

Sincerely, 

Kathy J. Pendleton, Ph.D.
Interim Director, Counseling Service
