Name   of appointee                                                                               Date


SAMPLE LETTER FOR SENIOR FELLOW OR SENIOR FELLOW TRAINNEE
Revised 4/18/2011
Once the fellow signed and accepted the appointment agreement, please provide a copy to Angie Marie Buck at ambuck@uw.edu
 Date
 Dear Dr. (_________), 

I am pleased to offer you a position as a postdoctoral scholar in the Department of Epidemiology, School of Public Health at the University of Washington.  
Your proposed appointment as (Senior Fellow or Senior Fellow Trainee) would be from ________ to _________, subject to consideration for extension or reappointment at a later date depending on performance and funding.  If the appointment will not be renewed, no less than 30 days notice will be provided of our intention not to renew.

As a new faculty member at the University, it will be important for you to familiarize yourself with the Handbook provisions regarding conflict of interest and compensation for outside activities.  These provisions have been adopted to assure that faculty members remain in compliance with Washington State ethics laws.  The most important UW Policy Directory sections are at http://www.washington.edu/admin/rules/policies/PO/EO57.html).

I will serve as your faculty mentor, administering your postdoctoral training and reviewing your progress annually.   Your responsibilities will be: [List the primary expectations of the position, including special research, training, and learning opportunities.]
(Salary information can be found at http://www.washington.edu/admin/acadpers/admin/salary_minimums.html)

The salary amount will be $_______ annually ($ _______ per month). The funding of your salary will be paid through the University.  You will not be eligible for a salary increase in the first year of your appointment.
FOR SENIOR FELLOWS: As a University of Washington employee, you would be eligible for University-paid insurance benefits including a medical and dental plan, term life insurance coverage and a long-term disability plan. University employee-paid benefits also include a retirement plan whereby contributions of the employee are match by the University up to 10% depending on age.  There are various optional employee-paid benefits.

FOR SENIOR FELLOW TRAINEES:  As a University of Washington employee, you would be eligible for University-paid insurance benefits including a medical and dental plan, term life insurance coverage and a long-term disability plan. There are various optional employee-paid benefits. Note that Senior Fellow Trainees are NOT eligible for University of Washington Retirement Plan. 
(For individuals starting other than the first day of the month or the first business day of the month):  If your appointment effective date is other than the first of the month or the first business day of the month, many insurance benefits will be effective the first of the following month.

A comprehensive description of UW benefits including when coverage becomes effective and deadlines for completing and submitting material is available at http://www.washington.edu/admin/benefits/. 

Please let me know by _______________ if you would like to accept our offer. If so, please sign this letter and return to me.  Please feel free to contact me at [phone and/or e-mail] if you have any questions about your appointment.
 Sincerely,
 Name
Title
Department
Acceptance Statement:

ACCEPTANCE:

I (print name) accept this offer of appointment as a postdoctoral scholar at the University of Washington.
_________________________________

___________________

Signature






Date
Please complete, sign, and return these forms with your letter of concurrence.
· Personal Data Form
· WA Patrol Form 
· Conv/Criminal Form
· I-9 form
·  W-4 form (to figure the right amount of federal income tax to have withheld from your paycheck. You may want to review your withholding every year, especially after finishing your tax return. You can have more, or less, income tax withheld from your paycheck.)
On the first day of your appointment please bring appropriate documentation to the Department of Epidemiology Payroll Office located in the Health Sciences Building, F-263 or call epipays@uw.edu
The necessary items are:
1. Proof of eligibility to work in the US (for I-9 purposes), which may include a valid driver’s license or ID card, social security card, US passport or voter registration card.  See http://www.uscis.gov/files/form/i-9.pdf for more details on this requirement.
2. Social Security card.  The UW must use the name and number as printed on this card and a University representative must visually review it.
3. Bank account information, such as a canceled check or deposit slip.  If you choose, payments will be made to you by means of direct deposit to a bank or other financial institution that you specify.
This documentation must be provided within three days of the beginning date of your appointment.  Failure to comply with this requirement may result in a delay the beginning of your postdoctoral training.
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