«Date»
«First_Name» «Last_Name»
«Address_Line_1»
«City», «State» «ZIP_Code»
Dear «First_Name»:

I am happy to confirm our offer and your acceptance of the position of «Position» in the «Department».  This offer is contingent upon your compliance with the Immigration Reform and Control Act by presenting two forms of employment verification documents which indicate that you are eligible to work for the University.  You are expected to present these documents to the Department of Human Resources within 72 hours from «Start_Date», your first date of employment.  Your starting salary will be $«Salary», with a monthly pay check on the last day of every month.  
Please complete the enclosed Employee Data Form and return to the Department of Human Resources before your first day of work via email, fax, or mail. On your first day, please report to Human Resources, located at 915 W. Wisconsin Avenue, Room 185. You may use the enclosed voucher to park in one of the two primary parking structures – the Wells Street Structure at 1240 W. Wells Street, or Parking Structure I at 749 N. 16th Street.  The voucher can be inserted into the auto-cashier machine, which will produce a permit-receipt that will be good for the day.  You may make permanent parking arrangements at Parking Services at the Wells Street Structure after your new hire paperwork has been completed.   
You have been scheduled for a mandatory new hire orientation.  The program will involve an explanation of insurance benefits, important policies and procedures, an overview of the Marquette mission, and other important information.  On your first day of employment you will receive an informational benefit packet according to your benefit eligibility.  Please review the information prior to your scheduled Orientation program.  You should take the packet with you to the orientation program, where you will be given a thorough explanation of the available benefits.  Please be aware that the benefit enrollment cards need to be completed and sent to Human Resources within 30-days of your hire date.  You’ve been scheduled to attend this program on:

             Wednesday - «Orientation_Date» (third Wednesday of every month)

David A. Straz, Jr. Tower – First Floor Multi Purpose Room


8:00 a.m. – 4:30 p.m.

Marquette University has a proud and long-standing history of excellence in education, extensive involvement in the Milwaukee community and a tradition of “cura personalis” - care and concern for all individuals.  Our goal for Marquette is to be the best urban, Catholic, Jesuit University in the United States.  We welcome you to Marquette and hope that you will join in actively supporting this goal.

Sincerely,

«Admin_Name»
«Admin_Title»
Cc:
Employee File


Benefits Specialist
