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Date

Name
Library Name 
Address
City, State, Zip

Dear :

This letter confirms our telephone conversation on (date). You are offered the position of
(position title) for the (name) Library. This offer is based on a unanimous decision of the
Selection Committee, but is subject to the full board's ratification on (board meeting date).
The following is my understanding our verbal agreements:

Position Title and Salary Range
(position title, salary grade - if appropriate)

Starting Date

Starting Salary(monthly salary) with your first performance review on (date).

Position Description The initial scope of your responsibilities is outlined in the attached position description. (Note:If no position description is available, the following is suggested--The scope of yourresponsibilities will be clearly defined and documented to our mutual agreement during the firsttwo months of employment.)

Regular Benefits (as outlined in our personnel policy) and Special Benefits
(List here any special arrangements made as part of the employment agreement. These include
househunting cost, housing assistance, leased car, special vacation time, etc.)

Moving ExpensesThe Library will pay reasonable moving expenses for you and your family as outlined in thepersonnel policy. If there are any additional expenses, they will be discussed individually.(person's first name), this agreement represents the best of my recollection of what wasdiscussed. An additional copy of the letter is included for your signature as an indication of ourmutual understanding. Please sign and return that copy to me, confirming your acceptance.

If you have questions, please call me at (phone number, email or fax number).

Sincerely,
s/s
Board Chair

I accept s/s _______________________________________Date
(type in below signature line the name of the person chosen)
Enc. self addressed stamped envelope.
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