Attachment C
Regular (Non Term or Guest) Scientist Job Offer Letter



Date
Name	
Street Address
City, ST  ZIP


Dear (name):
On behalf of Fermi National Accelerator Laboratory, I am delighted to extend an offer of employment to you as a {insert job title} in our {insert division/section}  with a {insert research fraction language if known}under the supervision of {insert hiring manager name}.   Your anticipated start date is Monday, {insert start date}  

Your starting salary will be ${insert salary} per year, payable monthly in the amount of $ {insert monthly salary amount}.  In addition, you will be eligible for a benefits package which includes: group medical and dental insurance, life and accident insurance, flexible benefit program, sick leave, vacation and retirement benefits.  You will be eligible for such benefits in accordance with terms of our benefit plans and policies which may be amended from time to time.  Your job, salary and benefits are subject to change by the Laboratory during your employment. 

This offer of employment is contingent upon the results of a background check which includes verification of education, employment, criminal history check and references. Your continued employment is subject to a six-month introductory period as well as funding support for the Laboratory’s High-Energy Physics program.  

FermiWorks is the Laboratory’s secure web-based human resource management system and is your portal to all required onboarding documents including but not limited to medical, insurance and direct deposit enrollment forms and federal and state tax forms. You will receive an email from FermiWorks@fnal.gov with a subject line of “Your Workday account”.  This email will be followed by a second email from FermiWorks that will contain your password information. Please contact me if you do not receive the above emails within three business days after offer acceptance. In order to avoid a delay in start date, all onboarding forms must be entered into FermiWorks as soon as possible but no later than 3 business days prior to your start date. 

An orientation of new employees will be held in the Employment Department’s ProtoStar Room on the 15 floor (east) of Wilson Hall at 8:30 a.m. on your first day of work.  
This offer of employment is conditional upon you holding a visa status that allows for legal employment and the satisfactory completion of all I-9 requirements via the Guardian I-9 Electronic Compliance System at: http://www.perfectcompliance.com.  I will be sending you a secure Login Name and password to access this system. The Guardian I-9 Electronic Compliance System is PC and Mac compatible, and can be securely accessed from anywhere.

Please complete the electronic Form I-9 in the Guardian system soon as possible but no later than 3 business days prior to your start date to avoid a delayed start.   You are required to bring to orientation all documents that establish both your employment eligibility and identity.   The list of items that satisfy this requirement can be found at http://www.perfectcompliance.com 

The Visa Office (visaoffice@fnal.gov) is available to assist you with related questions upon your acceptance of this offer, but the final responsibility for legal employment status remains with you.

You and your eligible dependents may elect medical and insurance coverage as of the first day of employment.  While completing the on boarding process, you may review the summary of benefits and elect coverage prior to orientation.  Enrollment must be completed within 31 days from your first day of employment. If you do not enroll within 31 days from your first day of employment, you will have to wait until the next open enrollment period which occurs in October.  

Insert Relocation and/or Sign on Bonus Clauses as Appropriate

By accepting our offer of employment, you certify your understanding that your employment will be on an at-will basis, and that neither you nor any Laboratory representatives have entered into a contract regarding the terms or the duration of your employment.  As an at-will employee, you will be free to terminate your employment with the Fermi National Accelerator Laboratory at any time, with or without cause or advance notice.  Likewise, Fermi National Accelerator Laboratory will have the right to terminate your employment at any time, with or without cause or advance notice. 

We look forward to having you join us at Fermi National Accelerator Laboratory.  Your signature below represents your acceptance of this job offer and acknowledgement of the terms.  Please scan the signed letter into FermiWorks as soon as possible but no later than {insert specific date, typically one week after job offer date} 

Sincerely,

____________________________________________________			_____________
[bookmark: _GoBack]Laboratory Director (signature)						Date		   		
Cc: Hiring Manager
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