Offer Letter for MPSC Positions 
(External Hires Only)

Name

Address

Dear:
It is my pleasure to extend the following offer of employment to you on behalf of Rutgers, The State University of New Jersey. The following outlines the parameters of your position:

Job Title:
Posting Number:

Department:

Effective Date of Appointment: 

Annual Starting Salary:

Salary Grade:






Job Code:

Position Type: 10-month or 12-month

Pension System: Alternate Benefit Program (ABP)                                                             

FLSA Designation and Workweek: Select one of the following:

Exempt (37 ½ hours):  This position is exempt from the overtime provisions of the Fair Labor Standards Act (FLSA) and is neither eligible nor entitled to receive overtime compensation.  Your workweek and hours of work will be established by your hiring unit and requires a minimum coverage of 37 ½ hours per week.

Exempt (40 hours):  This position is exempt from the overtime provisions of the FLSA and is neither eligible nor entitled to receive overtime compensation.  Your workweek and hours of work will be established by your hiring unit and requires a minimum coverage of 40 hours per week.

Non-exempt (37 ½ hours):  This is a fixed workweek, non-exempt position that is eligible to receive overtime compensation for hours worked beyond 37 ½ hours in the workweek.

Non-exempt (40 hours):  This is a fixed workweek, non-exempt position that is eligible to receive overtime compensation for hours worked beyond 40 in the workweek.

This position is in the Managerial, Professional, Supervisory, and Confidential (MPSC) category.  Your employment is subject to and governed by all university regulations, policies, and procedures generally applicable to MPSC employees, as they may be amended from time to time.  In addition, as a Rutgers employee you are required to adhere to the Rutgers Ethics Program and must complete the Online Ethics Training for Staff program within your first 90 days of employment. Nothing in this letter supersedes applicable university regulations, policies, and procedures.

In addition, your employment may be contingent on a background verification and/or successful completion of a medical examination.

During your first week of employment, your department will arrange for you to attend a New Employee Welcome and Benefits Orientation Program.  For your convenience, you may access the New Employee website at http://uhr.rutgers.edu/misc/GettingStartedAtRU.htm prior to your arrival. The website includes relevant information, including a Staff Benefits Guide, which may be reviewed prior to attending your New Employee Welcome and Benefits Orientation program.  

The Immigration Reform and Control Act of 1986 require us to certify the identity and work eligibility of all new employees.  Therefore, this appointment is subject to your presentation of proper documentation as required by the law. The Employment Eligibility form (Form I-9) is an online process, and all new employees must present the required documents to your employing department, in person, within three days of your employment start date.  

In addition to the Form I-9, all new employees are required to have their employment eligibility verified through government databases using E-Verify.  E-Verify compares information from your Form I-9 to data from U.S Department of Homeland Security and Social Security Administration records to confirm employment eligibility. In the event that the E-Verify system of the U.S. Citizenship and Immigration Services (USCIS) gives Rutgers a "Temporary Non-Confirmation (TNC)" of your eligibility for this job, you will be notified by your employing unit and given the opportunity to respond to USCIS within the required timeframe.  If subsequent to a TNC on your case the E-Verify system gives Rutgers a "Final Non-Confirmation (FNC)" of your eligibility for the job, your employment in this position will be subject to immediate termination as required by USCIS regulations.  For information on the Form I-9, E-Verify and the list of acceptable documents, please visit the U.S. Citizenship and Immigration Service website: http://www.uscis.gov/portal/site/uscis. 

I am delighted you will be joining our staff and the university.  I believe that your knowledge and skills will contribute to our dynamic organization and we look forward to having you as part of our team. Please arrive at (time) on (start date) at (Complete as appropriate: Department, room number, building, campus, parking arrangements, etc.).  If you have any questions, please feel free to call me at (telephone number).

Welcome to Rutgers University!








Sincerely,








(Name & Title of Hiring Authority)

C:  (If Necessary)

Please sign and return this letter to (Name and Address) indicating your acceptance of the above terms and receipt of enclosed materials by (Date). A copy is enclosed for your record. Your employment cannot begin until you have signed and returned this offer letter.

SIGNATURE:                                                              DATE:
