[bookmark: _GoBack]Sample Appointment/Offer Letter   (Postdoctoral Fellows)


(Date)
(Name, Address)

Dear Postdoc

I am pleased to offer you a position as a Postdoctoral Fellow at Emory University School of Medicine, Department of --- in the laboratory of Dr. Mentor at a salary of $. This will be an exempt, monthly paid position that requires direct deposit to your bank account. The pay day is the last working day of the month. (INTERNATIONAL POSTDOCS) This offer is contingent upon the timely approval of a (Visa Type) for the period of DATES. 

Your full-time, time-limited position is effective DATE.  This is an annually renewable appointment as a Postdoctoral Fellow that cannot exceed five (5) years’ duration at Emory University.  Your annual reappointment is dependent on research funds to cover your salary and satisfactory performance in your research and the agreed expectations established between you and Dr. Mentor. (Information regarding research or expectations can be placed in this paragraph)

You will receive an email to complete online orientation prior to your first day of employment. You may review benefits information on the web by visiting http://www.hr.emory.edu/eu.benefits/. You will be introduced to the University, receive an explanation of benefits, and enroll in selected benefits. Failure to enroll promptly will require that you wait until the next open enrollment period to sign up for benefits.  Attendance of a Postdoc Orientation session within the first six months of employment is also mandatory.

(INTERNATIONAL POSTDOCS) Upon arrival you are required to attend a New Scholar Orientation session at our International Student and Scholar Service Office as soon as possible. These sessions are held every Tuesday at 3:00pm and every Thursday at 9:00am on the University campus at Emory’s International Student & Scholar Program Office, 1784 N Decatur Road, Ste, 130, on the University campus.

Enclosed with this letter is the School of Medicine Policy for Postdoctoral Fellows. The School of Medicine Office of Postdoctoral Education (OPE) is your key resource for information pertaining to postdocs, http://www.med.emory.edu/POSTDOC/. After your arrival please complete and submit the Postdoc Information Form on the OPE website http://www.med.emory.edu/database/postdoc/infoform so that you are registered properly.

Sincerely,


HR Representative or MENTOR

cc: Office of Postdoctoral Education
Enclosure


I accept the offer as presented above.



______________________________________
Postdoc NAME                           DATE



