[Date]

[Postdoc Name]

[Postdoc Address]

[Postdoc City/Province, State/Country, Zip]
Dear Dr. [Name]:

It is with great pleasure that I offer you the position of Postdoctoral Fellow at the University of Kansas Medical Center (KUMC) within the Department of {name of department}. 
Your appointment will be effective on {date}.  You will be supported by {name grant or funding type} at an annual rate of {insert compensation amount} for a period of {# of years}.  Before beginning employment, you must prove your legal eligibility to work in the United States and present you Social Security Card.  Please contact the Human Resources Department at 913-588-5086 to make arrangements to complete this requirement.  You cannot start work until Human Resources notifies us that you have completed this requirement. We will schedule you for new employee orientation so that you have an opportunity to learn more about the Medical Center.  In addition, we will provide you an orientation to our department and your new position.  The Office of Postdoctoral Affairs will also provide a brief orientation to their office and its functions. {For international postdocs} This offer is contingent upon having a valid Visa.  Please contact the Office of International Programs immediately to so that any visa issues may be addressed prior to your appointment date.  They can be reached at (913) 588-1480 or online at http://www.kumc.edu/international/.  
You will be involved in the department’s research activities as follows: {provide detailed description of responsibilities, duties, and projects} with {name of supervisor}.

Your employment is subject to the policies and procedures of the Board of Regents and the University of Kansas Medical Center for unclassified employees.  During the initial six months, we reserve the right to inform you that we are ending your employment at any time.  Continuation after that time period and renewal of your appointment is based on satisfactory performance, availability of funding, and the terms of the KUMC Unclassified Faculty and Staff Handbook and the Postdoctoral Scholar Handbook.  We are counting on you to prove your capabilities and we are confident that you will succeed in this endeavor.  

Upon accepting this offer, you will be eligible to participate in benefits and activities sponsored by the Office of Postdoctoral Affairs.  You may find it helpful prior to your start date to visit their website, http://www2.kumc.edu/aa/pa/.  

Please sign this offer letter to indicate your acceptance of the terms of your appointment and return it to me by {enter date}.  I look forward to your joining our department at KUMC.
Sincerely,





Sincerely,

{Department chair}




{PI/Supervisor}





Cc: Office of Postdoctoral Affairs

I accept the offer of employment as stated above.


____________________________________

Applicant
