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600 High Point Lane – East Peoria, IL 61611 – (309) 694-9200
September 30, 2009
Employee Name
Address
City, State
Zip
Dear Employee:

I am delighted to offer you the position of [position name] with [organization name] effective [date].  The pay rate is [enter rate] per [hour/year].  Your hours of work will be [enter days and hours].
I am enclosing a copy of the Personnel Policies Handbook. The information contained in the Personnel Policies Handbook does not constitute or create a contract of employment.  Please review the document carefully and return the signed “Acknowledgment” (last page of the document) along with a letter of acceptance.  

As a new [organization name] staff member, your group health insurance does not begin until the 1st day of the month following your start of employment, so you may want to investigate the COBRA coverage with your current carrier.  Your coverage will begin on [enter effective date].

For new employees, there is a six-month probationary period and a performance evaluation (PREP) within the first six months.  After your initial performance evaluation, you will receive evaluations on an annual basis within the normal performance review cycle for all staff. 

If you have any questions or concerns, please feel free to contact [contact name]. 

Welcome to the [organization name] staff, and I look forward to working with you.  Congratulations!

Sincerely,

Name 
Title
cc:
Personnel file

The mission of the Alliance Library System is to encourage and facilitate interlibrary communication, education and resource sharing within its diverse multitype library membership through state of the art technology and cooperative partnerships.


