SAMPLE

POSTDOCTORAL SCHOLAR OFFER/APPOINTMENT LETTER 
(created 11/2010)

Date
Name
Address

City, Postal Code

Country

Dear _____:
I am pleased to offer you appointment as Postdoctoral Scholar- [Employee (3252C), Fellow (3253C) or Paid Direct (3254C], in the [unit/department], for the period beginning [start date] through [end date].   Your full-time (100%) appointment will provide an annual base [salary/stipend] in the amount of $[stipend/salary amount], funded by [name of funding source].  You will also receive supplemental compensation in the amount of $[annual supplement] funded by [name of funding source].  You will report to [supervisor’s name] as your supervisor and will be located at [unit/dept address, or name of the PI’s lab if confidential, i.e. labs using animals]. Your research will be focused on [brief description of research].
It is within the University’s sole discretion to appoint, reappoint, or not reappoint a Postdoctoral Scholar. This appointment is limited to the dates specified above and is self terminating unless you are otherwise notified in writing. 

University policy requires that all Postdoctoral Scholars maintain adequate health insurance throughout their appointment. Information about U.C. health and welfare benefits for Postdoctoral Scholars is available at http://www.garnett-powers.com/.   If you already have health insurance that is comparable to the University sponsored health plan, then you may elect to opt-out of UC coverage.  Postdoctoral Scholars are entitled to all normal holidays observed by the University and receive 24 days of Personal Time Off (PTO) and 12 days of sick leave upon the start date of appointment.   PTO must be used in full day increments within each 12 month appointment period and does not carry forward to subsequent postdoc appointments.  The University may require the use of PTO prior to the end of the Postdoctoral Scholars appointment.  
Under Federal Law, the University of California may employ only individuals who are legally able to work in the United States. Documentation establishing this eligibility must be made available to the University within three business days from the start date of employment.  It is your responsibility to ensure that you present the appropriate documents promptly upon your arrival to campus.
University of California Postdoctoral Scholars are exclusively represented by The International Union, United Automobile, Aerospace and Agricultural Implement Workers of America (UAW). The Collective Bargaining Agreement ratified August 11, 2010 is located at: http://atyourservice.ucop.edu/employees/policies_employee_labor_relations/collective_bargaining_units/post_docs/agreement.html. Under California Law, all Postdoctoral Scholars receive the benefits of this Agreement.  You can choose either to become a member of the Union and pay membership dues or to pay fair share fees as a non-member.  An authorization form will be provided to you during the new hire process when you arrive on campus. 

To assist you during your stay, the Visiting Scholar and Postdoc Affairs (VSPA) Program was established to foster a robust research community and enhance the postdoctoral experience. For more information, please go to https://vspa.berkeley.edu/. You are also encouraged to attend the New Postdoc Orientation (NPO) held the first Thursday of every month. The NPO provides valuable information about working on the Berkeley campus and the many resources that are available to you as a postdoc. Enrollment procedures and a schedule of upcoming sessions are located at https://vspa.berkeley.edu/npo.html.

You are also invited to join the Berkeley Postdoctoral Association (BPA). The BPA sponsors activities to enhance professional career development and promote the Berkeley postdoc community at large. For more information, please visit their website which is http://postdoc.berkeley.edu.  Please note that the UAW/Postdoc contract prohibits the BPA from consulting on any matters related to the terms of postdoctoral employment with the University.   

To initiate the hire process, or if you have any questions regarding your appointment, please contact your campus Postdoc Administrator [name] at [phone and/or email]. If you agree to the terms outlined in this offer, please indicate your acceptance by returning a signed copy of this letter to [postdoc administrator] as soon as possible.
I look forward to having you as a colleague at Berkeley.

Sincerely,










Dean/Director/PI
cc:
Chair/Director (if Dean issues offer letter)

PI (if Chair/Director issues offer letter)

Postdoc Administrator (always)
Please sign and date below to indicate that you have read and accept the terms of this offer. 
Signature _________________________________________________________ Date ___________

Upon your arrival to campus, please sign and date below to indicate that you have accepted the terms of this appointment.

Signature __________________________________________________________Date ___________


