[Department Letterhead]
(DATE)
(NAME)
(ADDRESS)

Dear Dr. (NAME):

It is with pleasure that I write to formally offer you a Postdoctoral Scholar position in the (DEPT/DIVISION) at the University of Utah.  This offer is contingent upon verification of your doctoral degree.  Details of the offer are listed below:
Position.  Your position is classified as a [9210 – Postdoctoral Research Associate or 9205 – Postdoctoral Fellow (w/teaching duties)] with a starting date of (DATE).  To correspond with current policies, your appointment is renewable on your anniversary date of MONTH XX, 20XX.  You will be informed by (DATE, preferably 2 months in advance of anniversary date) whether or not your appointment will be renewed. Continuous employment is contingent upon annual renewal, satisfactory performance, and the availability of funding.
Duties.  You will report directly to (SUPERVISOR).  Your responsibilities will include (LIST MAJOR JOB FUNCTIONS).  Your performance will be reviewed at least annually.     
Salary.  We offer you a semimonthly salary of $2,542.00 (approximately), which would equate to an annual salary of $61,008 for a full-time, twelve-month appointment. 

The University of Utah provides a variety of employee benefits, including health care coverage, life insurance and disability insurance. Eligibility is described in University policy and the governing plan/policy documents. Current benefit information is available at www.hr.utah.edu/benefits (UBenefits) and will be provided during online New Employee Orientation.  On or after your hire date, you will be able to log into UBenefits to enroll in benefits, including electing voluntary contributions to the University’s supplemental retirement plans. While your position does not include University-funded retirement benefits, you are eligible to contribute to voluntary retirement plans. Please be sure to complete New Employee Orientation online as soon as possible after your start date as some information is time sensitive, including benefit enrollment.

If you were previously enrolled with Utah Retirement Systems:

· If you are receiving retirement benefits through Utah Retirement Systems, employment with the University will be subject to URS’ post-retirement employment rules.
· If you later transfer to a position that is eligible for University retirement contributions and you would like information regarding reenrollment upon transfer to your new position, contact Human Resources at (801) 581-7447 as soon as possible, but no later than your first day of employment in the new position. 
Please sign below to indicate that you have read and understand the provisions of your employment as explained above. This letter will be placed in your employee file.  

We look forward to seeing you on (DATE).  At (TIME) you will meet with (NAME) for a brief orientation in (LOCATION).  Please feel free to contact (NAME) at (TELEPHONE / EMAIL) if you need administrative assistance prior to your orientation.

Sincerely,

(NAME AND TITLE OF DEPARTMENT CHAIR/DIRECTOR)
(NAME AND TITLE OF PI)
ACKNOWLEDGMENTS

· I understand I am required to establish my identity and eligibility to work in the United States by completing Form I-9 (http://www.uscis.gov/files/form/i-9.pdf) on or before my start date.   I must also present the required documents within three (3) business days of my start date to the hiring official.   Failure to meet this requirement within the time specified will result in my release from employment.
· I understand I need to provide my PhD diploma (along with applicable international working documentation - only if international postdoc) prior to starting with the (Location/Dept).
· I understand that I am required to complete New Employee Orientation online as soon as possible after my start date and acknowledge that I have 30 days from my start date to enroll in benefits.

· I understand that I am required to sign the Employee Intellectual Property Assignment Agreement at https://forms.hrit.utah.edu/ip
· I acknowledge that if I am a Utah Retirement Systems (URS) participant and choose to make a one-time irrevocable election to continue with URS in my new position with the University, I must contact Human Resources and make an election before my start date.  I understand my salary will be adjusted appropriately to make this decision budget-neutral to my department.  

Accepted _______________________________________
Date _____________________

