Sample offer letter - External candidates not on grant funding 

(Business Administrators only)


Date

Name

Address

Address

Re: Role Title, Grade, Job Class, Monthly/Weekly, Exempt/Non-Exempt

Dear__________________:

We are pleased to welcome you to (Name of School/Center/Department – add Department website, if available) at the University of Pennsylvania. We are writing to make you a conditional job offer. Your first day of employment will be (Date). Your role is (University Role Title) and your salary is $$$$ per (Hour/Month). The work schedule for this (specify hours 35, 37.5 or 40) hour position is (time) a.m. to (time) p.m., including one hour for lunch, [which is unpaid—include for non-exempt employees only].

Continuation of your position is dependent, in part, upon your successfully meeting the established performance expectations for this position and upon the University’s completing its review of your references, background checks (if required), and records. As a business administrator in the Wharton School, your performance expectations will be set by your department and the office of Wharton Finance and Administration jointly. In addition you will report to your department and to the office of Finance and Administration jointly.
Before your first day of work at Penn, please visit www.onboard.upenn.edu to schedule your onboarding appointment with Onboard@Penn located at 3425 Walnut Street. Please be aware that to legally continue in your role, you need to complete step 1 (below) within your first three days of employment.

1. Provide verification of your identity and right to work in the United States—Per the Immigration Reform and Control Act of 1986, we need to obtain documentation that establishes your identity and right to work in the United States. To meet this requirement, employers must obtain a completed I-9 form for every employee. EQUIFAX, the largest provider of employment and income verifications in the U.S., provides us the ability to complete your I-9 form electronically. EQUIFAX uses the strictest of security measures, including encryption, to protect employees.


Before you begin working at Penn, please:

· go to www.hr.upenn.edu/I9,

· select your School/Center from the “Location” dropdown box,

· and complete Section 1 of the I-9. 


When you begin work, you must bring in the appropriate documentation in order for us to complete the I-9 process. It is helpful if you bring this documentation on your first day of work, but it must be presented no later than the third day after you begin work. For your information, I have enclosed a list of acceptable documents for this purpose.

2. Provide your Social Security Card – You are required to present your Social Security Card on your first day of work so that your Social Security Number can be verified for payroll purposes. If you have misplaced your Social Security Card and need a replacement, you can apply for a replacement card at your local Social Security Administration office.  You also may be able to apply for a replacement card online.  See http://www.ssa.gov/ssnumber for additional information.  The Social Security Administration office closest to the University is located at 2 PENN CTR, STE 2000B,1500 BLVD, PHILADELPHIA, PA 19102.  For a list of other Social Security Administration offices, visit the Social Security Administration website at https://secure.ssa.gov/ICON/main.jsp. If you do not have a social security number, you will need to provide your passport number and country code to your Business Administrator.

3. Elect how you want to receive your pay from Penn—In support of the University’s sustainability goals and for the convenience of employees, we have the following electronic payment options:

· Direct deposit to your bank account (Direct Deposit); or 

· The ADP ALINE Card, with convenience check (ALINE Card)

The ALINE Card is a debit card that gives you the flexibility to access your pay in a variety of ways at no cost to you, including  unlimited over-the-counter bank teller withdrawals at any Visa member bank, unlimited in network ATM withdrawals, and unlimited cash back with point-of-sale transactions at participating retail locations (PINcode only).  

For information regarding all of the terms and conditions of the ALINE Card, please visit https://www.finance.upenn.edu/sites/default/files/ADP_Aline_Card_Terms_0.pdf. A complete fee schedule is available athttps://www.finance.upenn.edu/sites/default/files/ADP_Aline_Card_Fees.pdf .  Please note that third parties may impose additional fees.  The ALINE Card also comes with a convenience check, along with instructions for how to use the check.

You may also elect to receive your pay electronically via Direct Deposit, provided that you have an email address.  You may elect Direct Deposit as soon as the University has processed your new hire information and you have been provided a PennKey, which is required to authenticate your identity for access to many of the University’s electronic resources.  Once you have a PennKey, you can enroll in Direct Deposit at any time, keeping in mind that Direct Deposit activations typically take between one and two weeks.  

If you do not elect Direct Deposit or you do not do so with sufficient time for activation prior to payment, the University will treat this as an election to receive payment via the ALINE Card.
  

Below are some additional things you should know as you begin employment at Penn:

· We have partnered with HireRight, one of the world’s largest background screening providers, to provide employment screening and ensure the wellbeing of Penn’s community.  You may be contacted by HireRight as they conduct a background check.  HireRight, Inc., is located at 5151 California Avenue, Irvine, CA 92617, and can be contacted at 1-800-400-2761. 

· All University staff members must successfully complete an introductory period.  Your introductory period is from (date) to (date).  This period gives you the opportunity to understand the mission and goals of the University and our department and demonstrate satisfactory performance.  During this period you will receive guidance on performance expectations and your progress at meeting these expectations will be monitored.

We hope that you find your experience at Penn in the (School/Center/Department) both rewarding and pleasant.  We are happy that you have decided to join our staff.

Sincerely yours,

Supervisor’s Name,

Title

My signature below indicates my acceptance of this appointment and my understanding that the continuation of the position is dependent, in part, upon continued satisfactory performance. I acknowledge that my employment is at will, that this is not an employment contract, and that my position may be terminated at any time for unsatisfactory performance, misconduct, or for other reasons.

My signature below also indicates that as an employee of the University, I am placed in a position of confidence and trust.  My appointment may give me access to confidential information, and unauthorized disclosure of this information would cause irreparable damage to students, staff, faculty, alumni, patients, affiliates, agents and contractors of the University.  In accepting this position, I agree that during and after my employment with the University, I will not use or disclose any confidential information except as may be necessary and appropriate in fulfillment of my duties. I also agree to maintain the confidentiality of my password for all systems that I use to access confidential information.*
______________________________

_______________________

[Staff Member’s Name]



Date

*Should you have any questions regarding appropriate use, disclosure and protection of confidential information, please contact Penn’s Chief Privacy Officer or Information Security Officer.

Cc:  Finance and Administration 

[image: image1.jpg]LISTS OF ACCEPTABLE DOCUMENTS

LISTA LIST B LISTC
Documents that Establish Both Documents that Establish Documents that Establish
Identity and Employment Identity Employment Eligibility
Eligibility OR AND
. U.S. Passport (unexpired or expired) 1. Driver's license or ID card issued by 1. U.S. Social Security card issued by
a state or outlying possession of the the Social Security Administration
United States provided it contains a (other than a card stating it is not
photograph or information such as vadid for employment)
name, date of birth, gender, height,
eye color and address
. Permanent Resident Card or Alien 2. ID card issued by federal, state or 2. Certification of Birth Abroad
Registration Receipt Card (Form local government agencies or issued by the Department of State
1-551) entities, provided it contains a (Form FS-545 or Form DS-1350)
photograph or information such as
name, date of birth, gender, height,
eye color and address
. An unexpired foreign passport witha | 3. School ID card with a photograph 3. Original or certified copy of a birth
temporary [-551 stamp certificate issued by a state,
county, municipal authority or
outlying possession of the United
States bearing an official seal
. Anunexpired Employment 4. Voter's registration card 4. Native American tribal document
Authorization Document that contains
aphotograph . it
(Form I-766, 1-688, 1-688A, I-688B) 5. U.S. Military card or draft record 5. U.S. Citizen ID Card (Form I-197)
. An unexpired foreign passport with 6. Military dependent's ID card 6. ID Card for use of Resident
an unexpired Arrival-Departure Citizen in the United States (Form
Record, Form [-94, bearing the same | 7. U.S. Coast Guard Merchant Mariner L179)
name as the passport and containing Card
an endorsement of the alien's y 2 bal d ired 1
nonimmigrant status, if that status 8. Native American tribal document Z Unexp.lre .emp loyment .
authorizes the alien to work for the authorization document .1s sued by
employer 9. Driver's license issued by a Canadian DHS (other than those listed under
government authority List4)
For persons under age 18 who
are unable to present a
document listed above:
10. School record or report card
11. Clinic, doctor or hospital record
12. Day-care or nursery school record





NOTE: The hiring officer may add additional comments to help personalize the letter.








� If you do not wish to receive your pay electronically, you may contact the University’s payroll office by mail or email: University of Pennsylvania, Payroll Office, 310 Franklin Building, 3451 Walnut Street, Philadelphia, PA 19104, Attn: Payroll Manager – or – dofpayroll@pobox.upenn.edu.  The payroll office will explain the process for obtaining payment via paper check.





