Date

Name

Mailing Address 

Dear Mr./Ms. Person:
We are pleased to extend you an offer of employment with UTSA as a Title in the name of department with a starting salary of $xxxxx annually, (which equates to $xxxxx monthly or hourly).  This offer is considered conditional upon Human Resources receiving and verifying official transcripts, certifications, and other licenses required in the job posting.  (list specific requirements below, for example:)
· Transcripts

· Professional License

Please ensure the above documents are forwarded to the UTSA Human Resources Office
A formal offer letter, including your start date and other related information will be forwarded to you for signature and acceptance once Human Resources has received and verified the requested documents.
We look forward to you becoming a member of our UTSA family.  If you have questions about required documentation, please call Human Resources at 458-4250 or me at (phone or email address)  

Sincerely,

Name of supervisor

Title

Department mailing address

