Job Offer/Start of Employment Letter, LMC Model Form
Helpful background information on this model may be found in the Hiring Chapter of the Human Resources Reference Manual. Please note: This notice is required by Minn. Stat. § 181.032.
[image: ]This icon marks places where the city must customize the model. They offer additional provisions, optional language, or comments for your consideration. The icon, and language you do not wish to include, should be deleted from this model before use. Make other changes, as needed, to customize the model for your city.
[image: ]Date the letter and print on city letterhead, ensuring it shows the legal name of the employer, the physical address of the employer’s main office and telephone number.
[image: ]Note: In the event a “contract for employment” has been consummated with the employee, there is potentially an additional written notice required by Minn. Stat. § 181.55. In that case, please also see Contract Confirmation Letter.
[image: ]Effective July 1, 2019, under Minn. Stat. § 181.032, at the start of employment, employers are required to provide a written notice to each employee (including temporary employees, according to the Dept. of Labor) containing the following information.
· the rate or rates of pay and basis thereof, including whether the employee is paid by the hour, shift, day, week, salary, piece, commission, or other method, and the specific application of any additional rates;
· allowances, if any, claimed pursuant to permitted meals and lodging;
· paid vacation, sick time, or other paid time-off accruals and terms of use;
· the employee's employment status and whether the employee is exempt from minimum wage, overtime, and other provisions of chapter 177, and on what basis;
· a list of deductions that may be made from the employee's pay;
· the number of days in the pay period, the regularly scheduled pay day, and the pay day on which the employee will receive the first payment of wages earned;
· the legal name of the employer and the operating name of the employer if different from the legal name;
· the physical address of the employer's main office or principal place of business, and a mailing address if different; and
· the telephone number of the employer.
The employer must keep a copy of the notice provided to the new hire and signed by each employee acknowledging receipt of the notice. The notice must be provided to each employee in English. The English version of the notice must include text provided by the commissioner that informs employees that they may request, by indicating on the form, the notice be provided in a particular language. If requested, the employer shall provide the notice in the language requested by the employee. The Commissioner shall make available to employers the text to be included in the English version of the notice required by this section and assist employers with translation of the notice in the languages requested by their employees.
While employers may choose the format they wish to use for the written notice to new hires, some cities may find it helpful to incorporate the information into their new hire letter. DLI also has a model notice cities can use: —View DLI's model notice
[image: ] 	Place on city letterhead or include legal name of employer, mailing address, phone number, and email address.
[Date]
Juanita Doe
PO Box 1
Mosquito Heights, MN Zip 
Juanita’s Email Address
 
Dear Juanita:
I am pleased to confirm the city of _______’s employment offer to you for the position of _______. This position is classified as [image: ][full-time/part-time/seasonal], [image: ][exempt or non-exempt (overtime eligible)] and [not/subject - choose one] to the [Minnesota/Federal - choose one or both as applicable] Minimum Wage law. [List any other exemptions from any other provisions of the state FLSA and on what basis, as applicable]. Overtime compensation will be provided at a rate of 1.5 times your hourly wage for hours worked in excess of 40 in any work week. A copy of the position description is enclosed.
[image: ]In accordance with Minn. Stat. § 181.032, the city is required to include the employee's employment status and whether the employee is exempt from minimum wage, overtime provisions or other provisions of the state FLSA and on what basis.
In accordance with city policy and applicable law, the following deductions will be made from your payroll checks [choose from list and modify as applicable]:
· Insurance premiums for health, life, flex accounts, and group accident plans
· Statutorily required PERA contributions, if the position is eligible
· Federal and state withholding for taxes, social security, etc.
· Applicable union dues
· Applicable membership dues of a relief association
· Elected contributions to credit unions or other banks
· Elected Minnesota benefit association 
· Elected savings plans for periods longer than 60 days
· Elected contributions to a community chest fund (i.e. charitable contributions like United Way, etc.)
[image: ]In accordance Minn. Stat. § 181.032, the city is required to include a list of deductions that may be made from the employee's pay.
As permitted by city policy, you are entitled to the following allowances:
· Allowances, if any, pursuant to permitted meals and lodging

You will be expected to work eight hours/day and 40 hours/week. Your starting wage will be $_______ per hour and your first day of work will be on _______. Per our standard procedure, this offer letter is not intended, nor should it be considered as, an employment contract for a definite or indefinite period of time.
Your position is subject to a _______ day pay period and our regularly scheduled pay period is _______. Since your start date is _______, your first payday will be on _______.
[image: ]In accordance with the Minnesota law change effective July 1, 2019, and in accordance with Minn. Stat. § 181.032, the City is required to include the number of days in the pay period, the regularly scheduled pay day, and the pay day on which the employee will receive the first payment of wages earned.
As a [full-time] employee, you will accrue vacation and sick leave on a [monthly] basis. Your vacation leave accrual will begin at _______ hours per month. Your monthly sick leave accrual will be _______ hours per month, of which up to 48 hours are cross designated as Earned Sick and Safe Time (ESST). A copy of the city’s personnel policy is included with this offer letter that outlines the terms of use for your accrued leave.
[image: ]In the event the city and the applicant agree to some additional arrangement, for example, for a pre-arranged vacation, consider wording like: Per our earlier discussion, you are authorized to take three days of leave without pay in May for the trip you scheduled prior to this hire.
[bookmark: _Hlk10705213]In accordance with Wage Minn. Stat. § 181.032, the city is required to include any paid vacation, sick time, or other paid time-off accruals and terms of use. Effective January 1, 2024, Minnesota law requires eligible employees to earn one hour of ESST for every 30 hours worked to a maximum of 48 hours each year unless the employer agrees to a higher amount,
In accordance with the Immigration and Reform and Control Act of 1986, you must provide appropriate documentation to establish identity and eligibility for employment on your first day of work. I’ve included a copy of the Department of Homeland Security’s list of acceptable documents for your review. Please complete the highlighted section of the I-9 form and bring this completed document with you on your first day of employment.
Please report to _______ on the _______ at _______ a.m. and ask for _______. Do not hesitate to call if you have any questions prior to that time. We are pleased that you will be joining our staff and look forward to working with you in this position. If you have any questions prior to your start date, please contact your supervisor, _______, at _______, or me at _______.
Sincerely,


_______
City Administrator 

cc: personnel file
By signing below, I acknowledge I have received the foregoing information regarding my employment offer and related pay and benefits provided in accordance with Minnesota Statutes §181.032. I understand that [city name] employment is not for a specific term and can be terminated by me or by the [city name] at any time for any reason, with or without cause.
_____________________________	___________________________
Name	Date





[image: ]In accordance with the Minnesota law change effective July 1, 2019, the employer must keep a copy of the notice provided to the new hire and signed by each employee acknowledging receipt Employees have a right to receive this notice in a language other than English but only for those languages for which the DOES Office of Wage-Hour has developed its own dual-language notice. 
Once signed to indicate you’ll be joining us, email to [City contact email address] or send to our confidential fax # [fax number].


This document contains important information about your employment. Check the box at the left to receive this information in this language.

[image: Table showing (L to R) a check box, a non-English language, and a sentence in that language saying "This document contains important information about your employment. Check the box at the left to receive this information in this language."]
[image: ]
In accordance with Minnesota’s employee wage notice requirements, , the English version of the notice must include text provided by the commissioner that informs employees they may request, by indicating in the table above, the notice be provided in a particular language. If requested, the employer shall provide the notice in the language requested by the employee.
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Spenish/Espaliol

Este documento contiene Informacién importante sobre su empleo. Marque la casill
zquierda para recibi esta nformacidn en este idioma.

Hmong/Hmoob 'Daim ntawv no muaj cov xov tseem ceeb hais txog thaum koj ua hauj lwm. Khij lub npauv ntawm
sabug yog kojxav tau cov sov seem ceel notahais ua s Hmoob.

Vietnamese/Vigt | Tai liéu ndy chira théng tin quan trong v vidc lam cia quj vi. Dénh diu vao 5 bén tréi d& nhan

nglr théng tin ndy bing Viét ngir.

Smp Chinese/ | AXPFRAS BOR AN EETRE. DRED A EER R E S EEE.

153

Russion Y| A AGRYRENT COREPRN SaIIo MHGOPNALO O B3EN TPYAOYETpORETRE. OTmEToTe
ool KEaAPST CAesa 47 mony N 3Tt WbOPMA K3 AEHOM AIE.

Somal/Scomasli | Dukumentigan waxaa ku Goran macluumasd mubiim ah 00 ku sasbsan shaqadaada. Calsamadh
sanduuqan hadi aad abto inaad macluumaadan ku hesho lugaddan.

Laotian1392%0 | comummDépuilinsusizoriunmingmasguin.
noosDasendicSeodocDosuyuiluwmt

Korean/#30{ Ol BAolE Pistol 18 Welol HUE S8 FEIH WYALICH 0] Hoi2 ol FEE WIIR
AR 21 S0l M2 FHIR.

Tagaloa/Tagalog | Ang dokumentang o ay nagtataglay ng mahlagang impormasyon tungkol 3 ong
pagtatrabaho Lagyan n tsek ang kahon sa kalva upang matanggap ang impormasyong o sa
wikang fo.

Grome/Gromes | Waraqaan Kum wasyee hofi et odesfiamnoo barbaachisoo t'an qabatee ra. Saxinnikaraa

i argamu kana irratt mallttoo godhi oo afaan Kanaan barreeffama argachuu barbaadde.

ATRaricATE | £ ST ATIOC) (PLaT MEAT o 51 36 7Y Ehav i Q1 vk A0 £7%
HHCHT KAAR DA (40~ (D¢ Ok A0 A7 @hr AT ST

Karen/ 80 BB IrdhBapetdaiiomsadyimiagdh.
BicsermbomacoiniaetoieaPrdaons.
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