<DATE>
<Name>
<Title>
<Address>

Dear __________,
Congratulations on your funding from [INSERT FUNDING SOURCE]. We are pleased you have chosen the University of Washington as a site to fulfill the responsibilities of your direct funding from [INSERT FUNDING SOURCE], under an appointment as a full‐time postdoctoral scholar in the [NAME OF DEPARTMENT/NON‐DEPARTMENTALIZED SCHOOL] at the University of Washington. The following is a summary of the terms of your appointment at UW to satisfy the obligations of your funding from [INSERT FUNDING SOURCE]:
· Appointment Title: Postdoctoral Scholar- Paid Direct (PDR)
· Effective Dates: [START DATE] through [END DATE]
· Funding Source: [PDR FUNDING SOURCE(S)]
· Mentor(s): [MENTOR NAME], [MENTOR TITLE]
· Academic Appointing Unit: [ACADEMIC UNIT]
· Associated Unit [INSERT IF APPLICABLE]]
· Anticipated Location of Research: [CAMPUS/BUILDING/ROOM]

This offer is contingent upon acceptable outcomes regarding criminal background (if applicable) and sexual misconduct.
This appointment is contingent on adequate funding. This appointment may be terminated, or your compensation may be reduced if funding is reduced or ceases prior to or during the term of this appointment. If compensation is reduced, your institutional responsibilities will be reduced as well.

Visa Sponsorship:
[bookmark: _Hlk145943493]
[INSERT FOR INDIVIDUALS REQUIRING VISA SPONSORSHIP]
This offer is contingent upon your eligibility to work in the United States. If you are sponsored for a visa, your start date in this position may be adjusted commensurate with the approval date of your visa. Any change in your start date shall be articulated in an amendment to this offer letter. Continued visa sponsorship is contingent upon successful reappointment; otherwise, your visa sponsorship will end upon termination of your employment.  For visa information, see https://ap.washington.edu/ahr/visas/scholar-resources/
[INSERT FOR INDIVIDUALS WITH 1-YEAR APPOINTMENT TERM REQUIRING MULTI-YEAR VISA SPONSORSHIP]
If your appointment is not renewed, your last day of employment will be [INSERT DATE]. Continued visa sponsorship is contingent on successful reappointment.  
[INSERT FOR ALL INDIVIDUALS REQUIRING J-1 AND OPT VISA SPONSORSHIP]
J-1 and F-1 OPT Visa Fees:
Postdoctoral Scholars are eligible to receive reimbursement for the following visa-related fees:
· I-901 or “SEVIS” fees for J-1 exchange visitors
· I-765 filing fees related to F-1 Optional Practical Training or STEM Optional Practical Training extension
To request reimbursement, please contact [INSERT APPROPRIATE DEPARTMENTAL CONTACT NAME AND EMAIL].  More information on departmental reimbursement procedures can be found here: [INSERT APPROPRIATE URL].
The UW may not request reimbursement from Postdoctoral Scholars for internal J-1 visa processing fees (including those for amendments) related to postdoctoral scholar DS-2019s; however, the UW may request reimbursement from Postdoctoral Scholars for fees related to J-2 dependents.
Degree Confirmation:
If your doctoral degree was completed within the last year, you are required to provide evidence of receiving your doctoral degree. Acceptable evidence includes a copy of the degree certificate, official transcript with degree and conferral date, or a formal statement from the university’s registrar or graduate school with an official seal or notary stamp. If you have not already done so, please send this information to [ADD THE APPLICABLE DETAILS ABOUT WHOM TO SEND THIS REQUIRED DOCUMENTATION].
[ONLY INSERT THE FOLLOWING IF POSTDOCTORAL SCHOLAR HAS COMPLETED ALL DEGREE REQUIREMENTS AND IS AWAITING TERMINAL DEGREE CONFERRAL]
Your appointment as a Postdoctoral Scholar- Paid Direct is on a conditional basis because your doctoral degree has not been conferred yet. Your appointment is contingent upon providing the UW with documentation confirming the completion of all degree requirements and the date your degree will be conferred. Confirming documentation must consist of an official signed letter sent directly from the registrar’s office, graduate college or other appropriate administrative unit from the institution where your degree will be conferred. A letter from a faculty advisor or counselor is not acceptable. If you have not already done so, please send this information to [ADD THE APPLICABLE DETAILS ABOUT WHOM TO SEND THIS REQUIRED DOCUMENTATION].


As soon as your degree is conferred, you must provide the University with evidence of your degree. Acceptable evidence includes a copy of the degree certificate; an official transcript denoting the awarding of the degree bearing the official seal of the institution; or a formal statement from the university’s registrar or graduate school with an official seal or notary stamp. This documentation must also be sent to [ADD THE APPLICABLE DETAILS ABOUT WHOM TO SEND THIS REQUIRED DOCUMENTATION]. 
If your degree is not conferred or if you do not provide evidence of degree conferral prior to [INSERT DATE NO MORE THAN ONE YEAR FROM THE APPOINTMENT START DATE], your conditional appointment may be terminated. Time spent in your postdoctoral scholar title on this conditional basis is counted towards your five years of postdoctoral scholar appointment eligibility.
Responsibilities/Duties:
You will perform (or fulfill) the research outlined in your funding source from [INSERT FUNDING SOURCE]. The University understands that this research includes [INSERT BRIEF DESCRIPTION OF THE ANTICIPATED RESEARCH PROJECT(S)] based on the description provided to the University by [INSERT FUNDING SOURCE]. [ADD ANY ADDITIONAL INFORMATION NOT COVERED IN OTHER AREAS] which is in alignment with the research performed in the lab of [INSERT MENTOR NAME].
You and the University agree that these responsibilities and duties are for the sole purpose of your professional development and training in accordance with the terms of the direct funding award you received from [INSERT NAME OF ORGANIZATION], and do not constitute employment by the University. Nothing in this letter is intended to constitute an offer or promise of employment. Further, you acknowledge that [INSERT MENTOR NAME] serves as a professional mentor to help you achieve the goals outlined in your responsibilities to [FUNDING SOURCE] and not otherwise control the means and manner in which you perform the responsibilities to [FUNDING SOURCE]. During your time at the UW, you are required to follow the policies and protocols that apply generally to the UW community (including volunteers, students, visitors, faculty, and staff), such as those concerning health and safety.
The University has established certain policies and protocols which apply to individuals present at the University, including certain policies and protocols that apply to individuals performing research. You may be required to participate in trainings regarding those policies and protocols as follows: [INSERT ANY TRAINING REQUIREMENTS, IF APPLICABLE]

Training:
All new postdoctoral scholars must also complete UW’s online Title IX course about preventing and responding to sex- and gender-based violence and harassment. You will receive information and a link to the 60- to 90-minute online course from the Office of the Title IX Coordinator.
Additional required training for new employees will be covered in “Welcome Day” new employee orientation. Please work directly with your supervisor to identify all research-related training required for your position and responsibilities, such as those listed at https://www.washington.edu/research/required-training/.
[INSERT ANY FUNDING SOURCE OR DEPARTMENTAL TRAINING REQUIREMENTS, IF APPLICABLE]
Time Off and Leave:
[INSERT THE TIME OFF AND LEAVE SECTION BELOW ONLY IF TIME OFF AND LEAVE FOR THE APPOINTEE IS SPECIFIED BY THE FUNDING SOURCE; IF NOT SPECIFIED, DELETE THE TIME OFF AND LEAVE SECTION]
Your time off and sick leave will be administered following any guidelines of the funding source. [INSERT APPROPRIATE LINK TO FUNDING SOURCE LEAVE INFORMATION].
Funding:
Your appointment is considered full‐time. The University understands that you will receive full‐time annual pay of $[X]/year and $[X]/month from [INSERT FUNDING SOURCE].
[ENTER ANY ADDITIONAL INFORMATION REGARDING FUNDING SOURCE, IF APPLICABLE]
Applicable Benefits:
As noted in the funding section, your appointment is supported by a paid direct relationship (PDR) with [INSERT NAME OF PDR FUNDING SOURCE]. As such, you are not eligible for UW or Washington state employee benefits based on state law and the applicable regulations and program rules administered by certain Washington State Agencies responsible for administering such benefits.
[INSERT THE FOLLOWING IF THE FUNDING SOURCE PAYS MORE THAN $65,508 PER YEAR OR PROHIBITS SUCH STIPENDS].
You are not eligible for any supplemental stipend covered under the collective bargaining agreement because [SELECT ONE AND INSERT: it is prohibited by your funding source OR the amount paid by your funding source exceeds the contract threshold]. Healthcare benefits arrangements should be made with your funding source and are your responsibility.
[INSERT THE FOLLOWING IF THE FUNDING SOURCE PAYS $65,508 OR LESS PER YEAR AND DOES NOT PROHIBIT SUCH STIPENDS].
To help defray the costs for individual and family health insurance, you are eligible to receive a supplemental stipend of $500/month from the University. Ultimately, how you spend this stipend is at your discretion. You are responsible for purchasing your own healthcare benefits. You are responsible for ensuring the payment of any applicable US or foreign taxes on this stipend.
[bookmark: _Hlk145943592]Housing Information: 
For information on home loan programs and other affordable rental and temporary housing information, refer to: https://hr.uw.edu/worklife/housing.

Application of Union Contract and UW Policies:
This position is subject to University rules and policies and to the UAW-UW collective bargaining agreement. University policy and CBA provisions may change during your appointment. Such changes in the terms of your appointment will supersede any contradictory information contained in this letter. You will be informed of any changes to the terms of this letter prior to your appointment start date and provided an addendum for review and signature.
Reappointment Information:
Renewal/reappointment will be considered based on the terms reflected in this letter and at the PI’s and on continued support from your funding source and your adherence to the terms of that funding. appointing unit’s discretion. You will be notified in writing whether you will be reappointed a minimum of 30 days before the end of your appointment. In addition, your appointment may be ended before the expected end date for reasons outlined in the collective bargaining agreement.
As a reminder, a postdoctoral scholar appointment is for a temporary, defined period not to exceed five years/60 months, including postdoctoral experiences in other postdoctoral titles and/or at other institutions. Based on the information you have provided in your CV/Resume, your experience is as follows:
· Prior Postdoctoral Scholar Experience: [YEARS OF EXPERIENCE] years or [MONTHS] months 
· This Appointment Period: [YEARS] years or [MONTHS] months
· Eligible Postdoctoral Scholar Time Remaining Following This Appointment: [YEARS REMAINING] years or [MONTHS] months

Professional Development:
You are encouraged to take advantage of UW programs and those from partner institutions in Seattle that support your professional development. You are also encouraged to participate in the Empowering Prevention & Inclusive Communities (EPIC) training.  
Soon after you arrive, Dr. [SUPERVISOR NAME] will discuss specific research and career progress expectations with you. As part of your professional development, you may elect to develop an Individual Development Plan (IDP) to identify your own research goals, professional development objectives, and career objectives or your PI or funding agency may require an IDP. For more information about IDPs, see individual development plans and progress assessments article of the collective bargaining agreement.
The Office for Academic Personnel and Faculty is a central resource for postdoctoral development opportunities. Specifically, postdocs who wish to find opportunities on career development and mentorship may look to APF newsletters, websites, and programs for more information.

Additional Resources:
The University offers various resources to assist you during your appointment at the University of Washington. The following resources are available to you during your appointment at the UW. 
· [bookmark: _Hlk145943788]UW Policy Directory: http://www.washington.edu/admin/rules/policies/index.shtml 
· UAW Local 4121: http://www.uaw4121.org
· UW Labor Relations/UAW Collective Bargaining Agreement: https://hr.uw.edu/labor/unions/uaw/uaw-postdoc-contract
· International Scholars Operations: https://ap.washington.edu/ahr/visas/
· [bookmark: _Hlk145943853]UW Office of Academic Personnel and Faculty (APF), https://ap.washington.edu/

Sexual Misconduct Declaration:
State law requires that the University of Washington obtain a Disclosure of Sexual Misconduct declaration signed by the candidate, as well as conduct a reference check concerning any sexual misconduct at current or past Washington state postsecondary educational institutions and ask the candidate whether they have been the subject of any substantiated findings of sexual misconduct by an association with which they have, or have had, a professional relationship. The declaration requires candidates to disclose any substantiated findings of sexual misconduct, to authorize current and past employers and relevant associations to disclose to the UW any sexual misconduct currently being investigated and/or committed by the candidate, and to release current and past employers and relevant associations from any liability. If the results of the disclosure or reference check are unacceptable, the offer will not be extended.


Criminal Background Check:
[CLINICAL DEPARTMENTS ONLY] 
Your employment in this position is conditioned, among other approvals, upon obtaining a satisfactory criminal conviction background check result. “Sterling Check” is the consumer reporting agency vendor that conducts background checks for the university. You will receive an email message from Sterling Check that explains how to log in to their secure site and provide the information that is needed to complete the background check process. This will include, among other things, your birth date, your social security number and any other names by which you have been known. 

If you have questions or would like additional information regarding this appointment, please contact [NAME OF DEPARTMENTAL CONTACT] at [CONTACT INFO].
We look forward to your continued success and thank you for your commitment to the University of Washington.
Sincerely,
_________________________________ 	_________________________________
Chair Name & Signature                   Date                 PI Name & Signature   		Date
 
Sign below to indicate you have reviewed and accept the above-described terms of this appointment.
________________________________
Appointee Name & Signature   	Date 




