
EXAMPLE B
Executive, Administrative, Managerial, and Other Professional Staff
Letter of Offer


Dear ___________:

I am pleased to offer you the position of ___________ in the Department of ____________ at Delta State University, beginning on   (date)  . The annual salary rate of this (nine-month or twelve-month) position is $ _________ payable monthly.

This offer is contingent upon approval by the Vice President for (name of division), and the University President. As an employee, you are expected to comply with all federal and state laws, all policies of the Board of Trustees of State Institutions of Higher Learning and all University policies. Delta State University policies are located at http://www.deltastate.edu/pages/2457.asp.

This offer is also contingent upon your being a United States citizen or having lawful authorization to work in the United States for the full term of the contract. This offer is contingent upon an acceptable background check prior to your first day of work. You will be allowed to start work with continued employment contingent upon successful completion of the background check. (Please remove the previous two sentences regarding background screening is currently employed by DSU). This offer will be withdrawn if you are not authorized to work at Delta State University by the beginning date indicated above and/or an unacceptable background check is received. This letter of offer is not a contract or an offer of a contract.
This offer also includes reimbursement of reasonable relocation expenses up to the amount of ½ of your monthly contract. Any such expenses must comply with the attached University’s Relocation Guidelines. (Must leave this sentence in if moving expenses are being reimbursed)

Use this sentence if the administrative position also retains faculty rank: If this administrative position is converted to faculty status without administrative responsibilities, the administrative stipend will be subtracted from your annual salary and the position converted to a nine-month position, if appropriate.
Should you decide to accept this offer, please return a signed copy of this letter on or before   (date)  .
 If you accept this offer, we will schedule an appointment for you with the Human Resources Department for new employee information at your earliest convenience. As a new employee, you have 31 days from your hire date to enroll in selected benefits.

Sincerely,

Name
Department Head

I am [ ] or am not [ ] actively contributing to the Public Employees' Retirement System of Mississippi with another agency/institution at this time (check one).

________________________________________________
                                                                                        Date

cc: Office of Human Resources
Guidelines for Reimbursing Relocation Costs for New Employee

Delta State University is authorized to reimburse relocation costs for a new contractual employee using any source of funds that is not otherwise restricted for this purpose. Reimbursement of relocation costs for non-contract employees is not currently allowed. The relocation costs for contract employees must be included as an attachment to the first year contract. The new employee cannot incur financial obligations on behalf of the university but may be personally reimbursed upon presentation of a receipt(s) for costs incurred under the following guidelines.

Moving expense reimbursement requires prior approval by the respective Vice President and the Human Resources Director. There will be no reimbursement in a situation of failure to secure these approvals.

In order for a new employee to be reimbursed for moving expenses, the following steps must be completed:

· The employee must obtain at least two written quotes from professional movers from which the lowest is chosen 

· The department sends the quotes to the Office of Human Resources for review and/or approval 

· Once Human Resources approves, the department will contact the employee and advise them that DSU will reimburse the amount of the lowest quote not to exceed an amount equivalent to one half of one month’s salary 

 Once the candidate has moved, he/she must provide the following documentation for reimbursement:

· Final invoice and proof of payment to moving company or rental truck company. This may be in the form of a credit card slip, printed receipt from moving company or a clear notation on the invoice that it was “paid in full”. 

The following moving expenses are not reimbursed by the Office of Human Resources:

· Meals and lodging expenses incurred during the move 

· Transportation costs for employee and family (mileage) 

· Expenses incurred for transportation of vehicles 

· Moving costs for items other than household goods 

· Temporary living expenses 

· Car rental costs 


