October 11, 2007
«Title» «FirstName» «MiddleName» «LastName»
«Address»
«Hired_DataCity», «State»  «PostalCode»
Dear «Title» «LastName»:

Welcome to the Kansas Department of Commerce. I am pleased to confirm our offer and your verbal acceptance of the «Working_Title», «Official_Title», based in «Position_DataCity», Kansas.

The «Working_Title» is a «Hours», «Status», «Service_Type» position. As verbally agreed on «Hired», your «Exemptstatus» salary will be «Salary» which is a Range «Pay_GradeLevel», Step «Step» in the classified pay matrix. Your tentative start date is «Start_Date» and you will become eligible for health insurance benefits on “date”. You will also serve a six (6) month probationary period. To finalize this process, please respond to me in writing regarding your acceptance of this offer.

Again, I would like to offer my congratulations on your selection for the position. We will be in touch shortly with additional information about your first week with Commerce. I look forward to hearing from you in the near future.

Sincerely,

Appointing Authority

“Department” Division Director

c:
Fiscal

Human Resources

Supervisor

Requisition Number:      «RequisitionNumber»
Position Number:           «Position_Number»

