[Date]
Name

Address
Dear [Name]:
I am pleased to confirm your summer position of [Job Title] for Five Colleges, Inc.   A job description is attached.  [Supervisor Name] will serve as your supervisor [and your work site will be ___________ (if not 97 Spring, Amherst, MA 01002).]  
The appointment period is from [Date] through [Date], for a total of [#] hours, not to exceed 35 hours in any one week. This is a temporary, non-benefited, hourly position with an hourly wage of [$XX] and you will be paid on a bi-weekly basis.   This position is a non-exempt from the Fair Labor Standards Act (FLSA) provisions for overtime. 

Please call Julie Martyn at 413.542.4003 prior to your first day of employment so that she may prepare your employment forms and provide a brief orientation.

Sincerely,

Barbara Lucey
Treasurer

Cc:  [Supervisor Name]




Encl:
Job Description
