Must be routed via electronic mail, which is reviewed and approved PRIOR to document being printed on Departmental Letterhead
Date
Name

Street Address

City, State, Zip Code

Re:  
Offer of Appointment to the Position of title, Position number, in the department of department name.
Dear Name:
I am pleased to offer you an exempt professional appointment to the position of title in the department of name of department at the University of Colorado at Boulder, subject to final approval by the Chancellor of the Boulder campus.  
[Note:  The appointment effective date can be any date during the month of the Chancellor’s Delegation Report (i.e., for the report signed by the Chancellor on December 1, hires with a start date of November 1 or later are acceptable) provided that the fully signed offer letter is received by ES OEP Services on or before the 21st of that month.  In addition, the offer letter must be signed by the appointee, hiring authority and hiring authority’s supervisor prior to the appointment effective date.]  

This is a fiscal year (12 month) regular appointment effective date.  The initial salary for this percent time% appointment is $            per month (equivalent to $_______fiscal year).  
Based on a 100% appointment, you will begin accruing 14.67 hours of vacation per month, or 22 days per year; and 10 hours of sick leave per month, or 15 days per year.  Vacation and sick time taken must be submitted to your supervisor monthly. All days, with the exception of University holidays, must be worked or claimed as vacation or sick leave. This includes periods that the faculty and students are not in residence, such as Thanksgiving, winter, and spring breaks. 
[Note: Revise all numbers based on percentage of appointment if less than 100%.]
You will receive benefits normally provided to officer and exempt professional staff members, based on percent of time, under the standard University of Colorado benefits programs, including health and life insurance and retirement programs.  Additional information on employee benefits is available at: https://www.cu.edu/pbs/benefits/.  
[Include for Appointment Start Dates of July 1 through January 31:]

Compensation for officers and exempt professionals is reviewed each year during the annual salary-setting process prior to July 1. Any adjustment to the initial salary will be in accordance with such action.  

[Include for Appointment Start Dates of February 1 through June 30:]

Compensation for officers and exempt professionals is reviewed each year during the annual salary-setting process prior to July 1.  Based on your start date of [date], you are not eligible for a salary increase during the current year’s salary adjustment review cycle.  However, you will be eligible during next year’s review cycle, as well as all subsequent years.  
[Include for Grant Funded Appointments:]

The position which you are being hired into is grant funded, and will end no later than [date].   The position is supported by the [funding agency name].  As such, should grant support of this position end, the position will no longer qualify for exemption from the state personnel system, and your exempt professional appointment will end at the conclusion of the grant.  
[Include for Moving Expense Reimbursement:]

In order to assist you with your relocation, you will be reimbursed for the actual moving and transportation costs incurred by you, up to a maximum of $[amount] and subject to University policy.  Certain expenses may be subject to taxation in accordance with IRS rules.  In order to receive reimbursement for expenses not paid directly by the University, you must submit itemized receipts to the University.  As part of the total costs, the University will reimburse the following: (1) reasonable costs of two trips for you and your family to search for housing; (2) expenses for travel at the time of the relocation; (3) relocation of your household goods and personal effects including your vehicle; and (4) thirty (30) days temporary lodging expenses for you and your family in connection with your relocation.  The following link may also be helpful:  https://www.cu.edu/pbs/proceduresguide/1.1.06.html. 
[Note: See additional guidance on moving expenses in the OEP HR Process Guide.]
[Note for Appointments with Additional Compensation, Benefits, or Perquisites Provided by the University to the Appointee:]

 Any additional personal compensation, benefits, or perquisites to be provided by the University to the appointee must be described in the letter of offer.  Any such special conditions should be reviewed with a member of the Office of University Counsel through the Office of Employment Services for compliance with state law and University policy.
[Include for Positions Supervising Classified Employees:]

As a supervisor of classified employees, you will be required to complete mandatory supervisory training within 90 days of your start date.  This training consists of three modules and can be accessed at http://www.colorado.edu/humres/training/supervisor.html. 

[Include for New or Returning Employees:]

As a condition of employment, the University must verify your employment eligibility.  This is in compliance with the Immigration Reform and Control Act (IRCA), which requires every employee to complete an I-9 Form and to provide certain documents for examination.  Read and comply with the posted campus IRCA policy and submit your documentation to your department human resources liaison prior to beginning employment at the University.  Failure to submit IRCA documentation will result in termination of this appointment.  Upon final hire, we invite you to visit the “Welcome to CU” site at http://www.colorado.edu/humres/new/ for information about new employee orientation and other important things you should know as a new employee at the University of Colorado at Boulder.

[Include for Current Employees:]

As a current employee at the University, you have already met the provisions of the Immigration Reform and Control Act (IRCA), which requires every employee to certify eligibility for employment.  
[Include for All Appointments:]

This offer is contingent upon the successful completion of a [criminal, financial, motor vehicle] records background check. [Optional Text:] You will receive an e-mail from one of our department staff members with details regarding the background check requirement.  Shortly thereafter you will receive an e-mail from the University’s external vendor, HireRight Customer Support (customersupport@hireright.com) that will direct you to complete the authorization form on-line.  The background check must be completed prior to employment. [OR] You have already complied with the background check requirements of this position.  
[Note: background check requirements are dependent upon the type of position and appointment.  See the UCB Background Check Policy for further information. If unclear about background check requirements for this position or whether the employee has completed these requirements, please contact Employment Services.]
Internal Revenue Service (IRS) policy requires that the Social Security Number and the name of the employee for payroll purposes match the number and employee name found on the Social Security Card.  This verification is necessary in order to comply with IRS policy and to ensure that you are paid in a timely fashion.

The position to which you will be appointed is exempt from the overtime provisions of the Fair Labor Standards Act, and as such it is not eligible for overtime compensation. [OR]  The position to which you will be appointed is non-exempt from the overtime provisions of the Fair Labor Standards Act, and as such it is eligible for overtime compensation in the form of compensatory pay or compensatory time, subject to the University’s sole discretion and per the University’s practices and policies regarding overtime approval and documentation.  
[Note:  if unclear about the overtime status of the position, please contact Employment Services.]
The following are additional terms and conditions applicable to your appointment.  By state law or University policy, these terms must be included in this letter of offer.

(1)  State law specifically requires that you be an employee-at-will in your position and that the following paragraph be included in this letter of offer.

Your employment contract is subject to termination by either party to such contract at any time during its term, and you shall be deemed to be an employee-at-will. No compensation, whether as a buy-out of the remaining term of contract, as liquidated damages, or as any other form of remuneration, shall be owed or paid to you upon or after termination of such contract except for compensation that was earned prior to the date of termination.

(2)  You agree to uphold ethical standards appropriate to your position as an exempt professional staff member of the University, including, but not limited to, standards applicable to conflicts of interest and conflicts of commitment as defined by University policies.  You agree to comply with all laws, rules, regulations, policies, procedures and resolutions, adopted by the Board of Regents, the University of Colorado, or campus or other unit in which your appointment is made.  You also agree to report suspected or known noncompliance as required by Regent and University policies.  You further agree to meet obligations imposed by federal and state law and university policies including the obligation to report.  

(3)  The terms of this appointment shall be construed and interpreted according to the laws of the State of Colorado.  This appointment is subject to the laws and policies of the University of Colorado, as they may be amended from time to time.  The terms and conditions of this appointment supersede any conflicting provisions that may be contained in employee handbooks, but may not supersede Regent laws or policies or the laws of the State of Colorado.  To the extent that the laws and policies of the University conflict with state or federal laws, state or federal laws shall prevail.

(4)  Once your appointment has been approved by the Chancellor, the specific terms and conditions of your appointment, as described in this letter, may be changed only by a duly executed written addendum to this letter of offer.  The University may, however, make changes to its employment policies which affect all employees or certain classes of employees and these shall become effective without the necessity of a written addendum to this letter of offer.

Please indicate your willingness to accept the terms of this offer by signing below and returning this to me by [date].  A fully executed copy will be returned to you for your files.  
Sincerely,

______________________________________________

____________

[Hiring Authority Name, Title, Department]


 Date
______________________________________________

____________

[Dean/Hiring Authority’s Supervisor Name, Title, College/School]
Date

______________________________________________

____________

Russell Moore, Interim Vice Chancellor for Research


Date

I accept this offer of the exempt professional position described above, with the understanding that this offer is conditional upon approval of my appointment by the Chancellor of the University of Colorado at Boulder and completion of satisfactory background checks, as required by the University of Colorado at Boulder.
                                                                             Hiring Unit Use Only:  

BGC required (circle):   Criminal     Financial  BCG Results (circle):      Passed   Failed __________Date
BGC reviewed by_____________________________   (print name, sign and date)
Agreed to by:  _____________________________________
_____________

[Appointee Name]



     
Date
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