
Send to COS HR: (1) Word Doc
version of Offer Letter5, 6 Draft,

(2) (if applicable) approved start-
up package spreadsheet, (3)

Non-Salary and Deferred
Compensation form3 signed by

Dept Head.

Associated Links:
1. If the offer letter is part of a CFEP Cluster Hire, include title & accompanying information within and signature line for Provost will need to be added. Additional review required by Provost′s Office.
2. For letters that require Dean′s signature, the Dean will not sign if it does have COS HR employee initials or the department head signature.
3. Copies of the fully signed and finalized letter/memo should be sent by COS HR to FHA.
4. Non-Salary and Deferred Comp Form for EHRA employees only
5. Offer Letter and Change Notification SOP
6. EHRA Letter Templates, Post Doc Letter Template
7. SHRA Letter Templates
8. COS New Hire/Transfer Form for Permanent Appointments

Evaluate letter for accuracy
and determine if additional

review may be required based
on Financial Obligations*.

After approving letter, COS HR
will initial next to College on

Offer Letter cc section
& email a PDF version to

the Dept HR Partner.2

Start Here

With approved hiring
proposal from PA7,

prepare Offer letter using
link provided by COS HR

(template available on
hr.ncsu.edu)1

Receives final signed letter
from Department as part of

the Hiring Package7& enters
HR Action into the

System according to
effective the date.

*COS HR will verify that Financial Obligations have been pre-approved. If
applicable, approved start-up spreadsheet will be carried through entire process.
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(1) update the position budget in Position Budget
Table to match final offer letter salary, (2) complete all

budget transfers.

If applicable, COS HR will obtain Dean′s signature on Non-Salary and Deferred
Compensation form3, forward to UHR for signature, and then with all signatures,

send back the signed form3 with the approved offer letter.

Last Updated 05/10/2024

PROCESS MAP FOR HR.02.02
OFFER LETTER PROCESS

D
ep

ar
tm

en
t H

R
 P

ar
tn

er
 /

B
us

in
es

s 
O

ffi
ce

r

Use COS HR approved
Offer Letter to obtain

necessary signatures.
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https://policies.ncsu.edu/wordpress/wp-content/uploads/2016/06/Non-Salary-Compensation-Form-fillable_FINALv2-1.pdf
https://sciences.ncsu.edu/intranet/wp-content/uploads/sites/7/2018/04/COS-Offer-Letter-and-Change-Notification-SOP.pdf
https://class-comp.hr.ncsu.edu/ehra-appointment-letters/
https://class-comp.hr.ncsu.edu/shra-offer-letters/
https://docs.google.com/document/d/186siejuyAH9FJRnML1Sf217ipHP1OyNkO-v9WOGKCLU/edit?usp=sharing

