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LETTER OF OFFER
Position Number:
D     
    

Classified Staff Appointment
March 2, 2010
     
     
     
I am pleased to offer you a       FTE appointment beginning        as  FORMDROPDOWN 
       in       at Portland State University.  Your salary rate is $      per  FORMDROPDOWN 
.   FORMDROPDOWN 
 However, the current Collective Bargaining Agreement between the Oregon University System and SEIU includes a requirement for each employee to take several Mandatory Unpaid Leave Days per year and you will be subject to a prorated number of these unpaid days.  For more information regarding this requirement please see page 88 of the SEIU Local 503, OPEU collective bargaining agreement at the link below.  As classified staff, you are required to complete  FORMDROPDOWN 
 before being given regular status.  For more information regarding your employment at PSU, please talk with your supervisor, and review PSU policies and the collective bargaining agreement at:  http://www.pdx.edu/hr/policies_contracts_forms.
Your position is  FORMDROPDOWN 
  Additionally, your position is  FORMDROPDOWN 
 for prior-authorized overtime and your work schedule is      .  You will report to      .  You are required to submit  FORMDROPDOWN 
 which must be approved and submitted to the Office of Human Resources by the  FORMDROPDOWN 
 of each month.
This position is subject to the provisions of the Oregon Administrative Rules of the State board of Higher Education, as well as any applicable PSU rules and policies.  Please be advised you are subject to the terms of the current collective bargaining agreement between the Oregon University System (OUS) and SEIU Local 503, Oregon Public Employees Union which requires that we withhold either a dues or "fair share" contribution from your pay once per month.
We encourage you to visit the PSU home page (www.pdx.edu) and the Human Resources web site (www.pdx.edu/hr).  You will find these web sites very informative.  You will also receive by e-mail the weekly PSU electronic newsletter, the Currently, containing the latest university news, events, and information updates.

General information regarding the University and the terms and conditions of your appointment will be provided to you upon your reporting for work.

Supervisor Signature





Date

I have reviewed, agree to, and accept the terms of the appointment as described above.

Signature





Date


Employee ID # or SSN
copy:  Human Resources
(rev: 9/08)   
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WELCOME TO PORTLAND STATE UNIVERSITY

FROM YOUR HUMAN RESOURCES TEAM

Congratulations on your new appointment at Portland State University.  We are pleased that you have accepted the offer to join us and that you will be part of the PSU community. We would like to take this opportunity to welcome you and to assist you in the many facets of starting your new position at PSU.  

IMPORTANT INFORMATON FOR NEW EMPLOYEES
Completing Your New-Hire Paperwork

Enclosed are the materials necessary for processing your employment with PSU.  Please complete this new-hire paperwork in advance and BRING IT TO HUMAN RESOURCES ON OR BEFORE YOUR FIRST WORK DAY.  The enclosed forms include:

· Portland State University - Employee Information Form

· U.S. Department of Justice - Employment Eligibility Verification (Form I-9) *

· IRS Form W-4

· Portland State University - Payroll Direct Deposit Authorization (Optional)


In addition, please bring your

· Social Security Card

· Photo identification (for I-9) *
· A voided check should you choose the Payroll Direct Deposit option


Also, request from Human Resources

· A benefits packet (if applicable)

· Information about identification cards and the validation sticker for your ID card

* Please note that when completing the Employment Eligibility Verification (Form I-9), you will be required to present identification and employment eligibility documents to the HR staff to verify your eligibility to work in the United States.  Please review the Lists of Acceptable Documents on the reverse side of the Form I-9 and bring your documents with you when you visit HR on your first work day.  Further, if you do not plan to use your social security card for the I-9 documentation, please note that we will need to see your card in order to comply with IRS regulations.  It is necessary that your name for our HR records match exactly with your name as it is printed on your social security card.
New Employee Briefing Through the Office of Human Resources

The Office of Human Resources hosts small group briefings designed to give new employees the essential information they need to start up well at PSU.  We cover important information about PSU’s benefits programs and you will learn about PSU’s retirement program.  In addition, HR staff will review necessary forms for payroll processing and assist you in creating your computer and e-mail accounts. 

New Employee Briefings are held on a regular basis.  Please register to participate in a briefing session when you visit our office to complete and submit your new hire paperwork or call Human Resources at 503-725-4926 (or 5-4926 from a campus telephone).  All briefing sessions will take place in the PSU Office of Human Resources, located at Market Center Building, 1600 SW 4th Ave, Ste. 518, 503-725-4926.
We look forward to meeting you, and please feel free to call our office at any time if you have questions.  Welcome to the University.









