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July 13, 2007
Dear        ,

I am very please that you accepted the position of ____________________________________ with the University of Arkansas for Medical Sciences (UAMS).  I am sure you are eager to make a positive contribution to the department and working with everyone on our team.

As we discussed, your stating salary will be $________________ and your first day of employment will be ________________________.
You will attend new hire orientation on Monday, ____________and Tuesday _____________.  Please report to our office located at ____________________________________at 8:00 am on Monday, ______________________________.  As discussed, the dress code is business casual for orientation and __________________________________for daily work area.  
There are other items that I would like to remind you of:
· Free Parking is available at War Memorial Stadium with shuttle bus service to the main campus running about every ten minutes.
· Please bring the following items with you on your first day of work:

· 2 forms of ID to complete the Form I-9, “Employment Eligibility Verification”

· Social security numbers and birthdates of family members for insurance purposes

· If you have had a TB skin test in the last six months, bring proof of test results

If you have any questions, feel free to contact me at 501 ___-____ or email me at supervisor@uams.edu.  For additional information, you may visit the Human Resources website at www.uams.edu/ohr/New_Employees.asp or call 501-686-5650.
Sincerely,

