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Dear [Student Name], 

We are pleased to offer you the position of [Position Title] with the [Name of Department] at ASU. 
Please find the details of your position below. 

Start Date: 
Number of hours per week: 
Position Title: 
Position Duties: 
[bookmark: _GoBack]The tasks you will perform in this position are directly related to your degree in [Name of Major].  
Supervisor: 
Supervisor Contact Information: 
Work Location: 

Should you have any questions about the details of your position, please let me know. 
Sincerely, 
[Name]
[Signature]
[Title]
[Contact Details]
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