POST DOCTORAL FELLOW/TRAINEE APPOINTMENT LETTER 

Updated 6/26/2018
DATE
APPOINTEE NAME

ADDRESS
Dear [name of post doctoral fellow/trainee]:
On behalf of [College/department name] at the University of Wisconsin-Madison I am pleased to confirm your employee-in-training appointment as a Postdoctoral Fellow.
This is a [percent of appointment] percent time appointment with a full-time annual stipend rate of $[annual rate] beginning [begin date]. The source of your fellowship is [source of fellowship/traineeship].  I anticipate that the appointment will continue at least through [end date], contingent upon your meeting the terms of the fellowship [or traineeship] (copy attached) OR they have been provided directly to you by (source of fellowship/traineeship).
[If Ph.D., M.D., or D.V.M. not yet awarded, add:]  "This offer is contingent upon your completion of the requirements for the (Ph.D., M.D., or D.V.M.) prior to the effective date of the appointment.
You will be collaborating with [name of professor] working on [project description].
The position includes the fringe benefits described in the Benefit Summary at http://www.ohr.wisc.edu/benefits/docs/new-employee-packet-grads.pdf.  Staff benefits information and enrollment forms available to you are described on the following website:  http://www.ohr.wisc.edu/benefits/new-emp/grad.aspx.  Since the enrollment period for many of the benefit programs is within 30 days of your appointment begin date, please contact [department administrator] in [office number/building] within the first few days of your appointment to avoid any loss of benefits or the need to submit evidence of insurability. Failure to take the above steps may result in loss of important benefits.

The Internal Revenue Service (IRS) does not consider Postdoctoral Fellows and Postdoctoral Trainees to be employees. As a result, the University will not withhold taxes from monthly stipend checks. Stipends, however, are taxable as income: Postdoctoral Fellows and Postdoctoral Trainees may be required to pay taxes quarterly on an estimated basis.  Please consult a tax professional for more information.
You will be paid on a 12 month (annual) pay basis. Payroll information for research associates is available at: http://www.ohr.wisc.edu/benefits/new-emp/grad.aspx#additional-resources
If you will need a nonimmigrant visa to enter the U.S. to begin your fellowship, you will have to obtain a J-1 visa.  If you are currently in the U.S. in a different nonimmigrant status, you will need to change to J-1 before beginning the fellowship.  Your department will coordinate this with International Faculty and Staff Services.  Please note: Applications for individuals seeking J-1 immigration status sponsored by the University may be subject to additional screening activities to ensure compliance with the federal export control regulations.  If you have questions about export control regulations, please contact the University’s Export Control office.
This offer of employment is contingent upon verification of the appropriate identity and work authorization documentation for the position, as required by the Immigration Reform and Control Act of 1986.  [Insert the applicable I-9 verification language options, indicated below, immediately after this sentence]
IF NO I-9 IN SYSTEM: As part of your appointment process, UW-Madison is required to verify your identity and employment eligibility. This will be completed via an electronic I-9 process. In the near future, you will be receiving an e-mail from your hiring department that will provide you with all the information to start the process. You must complete section 1 of the I-9 form on or before your first day of employment. You will then complete the process when you start employment by providing the physical documentation. If you have questions, please contact [DEPARTMENT CONTACT at 608-XXX-XXXX].
IF I-9 IN SYSTEM: Verification of identity and work authorization as required by the Immigration Reform and Control Act of 1986 has been completed.  
[For new hires if located on campus:] A variety of transportation options (parking, vanpools, bus, biking, etc.) are available to UW employees through Transportation Services at http://transportation.wisc.edu/.  Parking may be available to employees according to parking allocation criteria. The fees are payable by payroll deduction or by cash payment. Handicapped employees needing special accommodations should also contact the Transportation Services Office.
As an employee of the University of Wisconsin-Madison, you are eligible to obtain a photo identification card. Although not required, the card entitles you to use the following: University Libraries and the Memorial Union. In addition, you may purchase a Membership for the Natatorium/Gym Unit 2 facility, Nielsen Tennis Stadium and Camp Randall Sports Center (Shell). You are given priority and discounted court rates at Nielsen Tennis Stadium and receive a discounted membership at the Camp Randall Sports Center (Shell).

[For new appointments only:]  As a UW-Madison appointee, under Wisconsin Executive Order #54 you are required to immediately report child abuse or neglect to Child Protective Services (CPS) or law enforcement if, in the course of your appointment, you observe an incident or threat of child abuse or neglect, or learn of an incident or threat of child abuse or neglect, and you have reasonable cause to believe that child abuse or neglect has occurred or will occur.  For more information, please see the University of Wisconsin - Madison Office of Equity and Diversity website at:  https://oed.wisc.edu/child-abuse-and-neglect-reporting/
[For new appointments only:]  The University of Wisconsin is required to provide all employees with a Notice of the availability of the Health Insurance Marketplace.  Beginning in 2014, the federal Affordable Care Act (ACA) requires most everyone to obtain health insurance for themselves and their dependents or pay a penalty when filing their tax returns.  The Marketplace (also known as the Exchange) is an option for people to obtain health insurance.  Detailed information about the Health Insurance Marketplace and options can be found on at https://www.healthcare.gov/  and the official marketplace notice can be found at the following link from UW System, https://www.wisconsin.edu/ohrwd/download/aca(3)/notice.pdf.     
All employees, faculty and staff are strongly encouraged to help make the University a drug-free workplace. You can do this by learning about substance abuse (its dangers and warning signs), encouraging others to avoid substance abuse, and getting help if you need it--either for yourself or for someone you are concerned about. Please review the “UW-Madison Compliance with the Drug-Free Schools & Communities Act”, which is provided to all employees as part of their orientation to the University community. This document can be found at: https://alcoholanddruginfo.students.wisc.edu/dfsac-act/ 

The Office of Postdoctoral Studies is available to assist you during your training period, especially in the areas of career planning and professional development.  Visit the Office of Postdoctoral Studies website (http://postdoc.wisc.edu) for more information on the activities and services provided for postdoctoral researchers.  Questions and suggestions for the office should be directed to contact@postdoc.wisc.edu.

UW-Madison recommends that all graduate students and postdoctoral researchers utilize Individual Development Plans to set academic and career goals and facilitate conversations with their mentor(s). Beginning October 1, 2014, all graduate students and postdoctoral researchers supported by NIH funding are required to have an Individual Development Plan (IDP).  Visit the Graduate School's IDP website (http://grad.wisc.edu/pd/idp) for templates, advice and supporting resources. 

UW-Madison prohibits discrimination against applicants, employees, students and visitors to campus who wish to participate in University programs or activities. Information about relevant law, policies, resources and complaint procedures and protected bases is available at: http://www.oed.wisc.edu.

It is the policy of the College of Agricultural and Life Sciences to provide reasonable accommodation for qualified employees with disabilities.  If you need an accommodation to perform the essential functions of your position, please contact <Name of HR Manager> at <phone and/or email>.  [ADD FOR EMPLOYEES TRANSFERRING BETWEEN UW or CALS WORK UNITS:]  If you have a previously approved reasonable accommodation, information about your disability accommodation is not shared with your new employing unit because of confidentiality requirements of disability-related employment laws.  You will need to make a new request for reasonable accommodation.
We look forward to a mutually rewarding working relationship with you.  If you have any questions or concerns about your appointment with us, please do not hesitate to contact me [or name of person responsible for postdocs in the department].
Sincerely,

(Name)

Chair and Professor


(Department)
[THE FOLLOWING SIGNATURE LINE MUST BE INCLUDED:]

I have read and accept the terms of this appointment:

Signature: ___________________________________________________________ Date: _________________

CC:       OPS@lists.wisc.edu (Office of Postdoctoral Studies)


CALS HR

EMPL ID: _________________

