


[bookmark: _GoBack]Template Job Offer Letter (New Hires) 
- For Appointments Effective After August 31, 2015 -

(COPY TO AGENCY LETTERHEAD)

Date

Name
Address
City, State, Zip Code

Dear Mr./Ms. (Last Name):	

	Paragraph #1 - Opening Paragraph 


Instructions:  Include paragraph in ALL letters:

It is with great pleasure that we extend an offer of employment to you within (agency name) as a (classification title). This position is a grade level (#) with [chose one an annual salary of $(amount) or at an hourly rate of $(amount)]. 

Your tentative start date and time is on (date) at (time).  The work location of this position is at (address) and your supervisor will be (supervisor’s name).

Select ONLY ONE option below to close paragraph (Note: Please contact your Human Resources Representative if you have questions regarding a position’s status):

Option 1 (Covered position – Correctional Officer I, II, III; Community Corrections Officer; and, Full Authority Peace Officers that require AzPOST certification and are filled as covered after September 28, 2012):
This position is a covered position subject to the rules for covered employees.  

Option 2 (Uncovered position – All other positions in the State Personnel System including Full Authority Peace Officers that are filled as uncovered after September 28, 2012):
As an at-will uncovered employee, you serve at the pleasure of the (agency name).

	Paragraph #2 - Employment Screening 


Instructions:  Include paragraph in ALL letters:

This offer is contingent upon successful completion of all background and reference checks, required documents and, if applicable, a post-offer medical/physical evaluation.  

	Paragraph #3 - New State Employees - I-9 Compliance


Instructions:	If appointee is:
· Currently a state employee in either the appointing agency or another state agency, skip to Paragraph #5 
· Not currently a state employee in either the appointing agency or another state agency, AND the agency uses Talent Acquisition, include the following paragraph:  

You will receive an e-mail inviting you to complete a new hire packet.  Please click on the link included in the e-mail and follow the instructions.  If you do not receive the email, please contact (include agency/unit contact information). On your first day of work, please be prepared to provide original documentation verifying your identity and authorization to work in the United States.  A list of acceptable documentation is available at http://www.uscis.gov/i-9-central/acceptable-documents. 

· If appointee is not currently a state employee in either the appointing agency or another state agency, AND the agency does not use Talent Acquisition, include the following paragraph:

On or before your first day of employment, please complete Section 1 of the Form I-9, which can be found online at __________ (insert your agency-specific link). 

Select the following organization: ______________________(Insert the name of your organization from the drop down menu that can be found at https://hrx.talx.com/webmanager/LoginClientKey.aspx).

On your first day of work, please be prepared to provide original documentation verifying your identity and authorization to work in the United States.  A list of acceptable documentation is available on the above-mentioned website or at http://www.uscis.gov/i-9-central/acceptable-documents.

	Paragraph #4 - New State Employees - Waiting Periods


Instructions:  If appointee is:
· Currently a state employee in either the appointing agency or another state agency, skip to Paragraph #5
· Not currently a state employee in either the appointing agency or another state agency, select ONLY ONE from the available options listed below:

Option 1 (Eligible to participate in state employee health and disability plans, but will NOT meet membership criteria for the Arizona State Retirement System; e.g., positions that participate in another state retirement plan, such as the Correctional Officer Retirement Plan):
You will be eligible to participate in the state employee health/disability insurance plan. On or shortly after your first day of work, you will be provided with additional information about the available insurance plans, enrollment instructions, submission deadlines, and effective dates.        

Option 2 (Eligible to participate in state employee health and disability plans AND will meet membership criteria for the Arizona State Retirement System):
You will be eligible to participate in the state employee health/disability insurance plan, and you are required to participate in the Arizona State Retirement System (ASRS). ASRS participation may begin immediately or upon your 27th week of employment. On or shortly after your first day of work, you will be provided with additional information about the available insurance plans, enrollment instructions, submission deadlines, effective dates, and when payroll deductions for retirement contributions will begin.

Option 3 (Not eligible to participate in state employee health and disability plans BUT will meet membership criteria for the Arizona State Retirement System):
You will be required to participate in the Arizona State Retirement System (ASRS). ASRS participation may begin immediately or upon your 27th week of employment. On or shortly after your first day of work, you will be provided with additional information about enrollment instructions, submission deadlines, effective dates, and when payroll deductions for retirement contributions will begin.

	Paragraph # 5 - Closing Paragraph


Instructions:  Include paragraph in ALL letters:

Your introduction to the (agency name) team is greatly anticipated and we hope that you find working for the State of Arizona to be challenging, satisfying, and rich in opportunity.
 
Sincerely, 



(Name of Appointing Authority)
(Title of Appointing Authority)


c:	Employee’s Personnel File
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