[Department Letterhead]









Dear :

Congratulations and welcome to New Mexico State University. The Department of would like to extend an offer of employment to you for the position of .  This position is non-regular term employment, for a specific duration (term). In this position, you will be employed at a [FTE], at a rate of pay of [salary amount to be paid for employment period] for the period of employment.    

Your employment will begin and will end no later than [the last possible date for the employment period] and is contingent upon funding and need as determined by the department. In the event your position is terminated prior to this date, you will be provided with a minimum notice of 24-hours. As a term appointment employee, you will be required to sit out for 26 weeks before accepting any non-regular temporary employment with NMSU. 

This position is exempt for purposes of federal wage-hour law. If you accept, you will be eligible for certain NMSU benefits, including retirement. To determine benefit options and eligibility, visit http://benefits.nmsu.edu/. Benefit enrollment forms must be submitted to the Benefit Services Office within your first 31 days of employment, even if you choose to waive available coverage. Questions regarding benefits should be directed to benefits@nmsu.edu. 

[bookmark: _GoBack]The Administrative Rules and Procedures of NMSU provides extensive information regarding employment and operating policies for employees including information regarding non-regular temporary employee rights (such as grievance rights, annual salary increases afforded regular employees, promotion, transfer to other positions, retention or counter offers found in Administrative Rules and Procedures of NMSU 6.03 Employment Categories). These Rules and Procedures also includes other important information and you are required to specifically review information in rules 6.35 Non-Tenure Track Faculty Appointments, 7.25 Non-Tenure track Faculty – Salary and Benefits Eligibility and 9.18 Non-Tenure Track Faculty – Evaluation, Promotion and Salary Adjustments, 3.25 Discrimination, Harassment and Sexual Misconduct on Campus, 3.26 Gender Equity Policy and Statement of Principles; and 3.25-A Discrimination, Harassment and Sexual Misconduct on Campus.  For complete details on all NMSU policies & Administrative Rules and Procedures of NMSU, visit http://legal.nmsu.edu/.


{Following paragraph to be modified/included by the department as needed: Please note upon acceptance of this offer you may be receiving an electronic notification from the HireRight Customer Support to complete the electronic Background Verification.  If required, a web address, login, and password will be provided directly to you with the notification and will expire within 5 days of receipt of the notification.}  

NMSU is an EEO/AA Employer.  This offer of employment is contingent upon the verification of eligibility to work in the United States and the results of a criminal history check.

If you accept this offer of employment, please sign below and return this letter to us by .You may fax the signed original offer to the attention of at [Fax Number].  We recommend you visit the NMSU website created for New Employees http://hr.nmsu.edu/employment/new/  and the Administrative Rules and Procedures of NMSU at http://legal.nmsu.edu/.  All necessary forms [will be provided to you upon your first day of employment/are enclosed for your convenience]. 

If you have any questions regarding this offer or this position, please contact at [Phone Number].   All other questions regarding your employment or benefits may be sent to HR Services at hrhelp@nmsu.edu. 

Sincerely,



[Supervisor Name]



Enclosures:	{Following items to be modified by the department as needed} U.S. Department of Justice Employment Eligibility Verification Form I-9; Form W-4 Employee’s Withholding Allowance Certificate


Notification of Acceptance
As indicated by my signature below, I accept term employment at New Mexico State University under the conditions specified in the above letter of offer: 


Signature							Date



Copy: Departmental File

3.26.2018

