SAMPLE $0 HONORARY ASSOCIATE/FELLOW APPOINTMENT LETTER
Use on Department Letterhead
<Insert Date>
Dear <Name>:

It is my pleasure to offer you a position of $0 Honorary Associate/Fellow in the operational area of <operational area, e.g. XXX laboratory> in the Department of <Department Name> for the period of <begin date> and <end date>.
You will be collaborating with Professor <Professor’s Name>  working on <project description>.  It is expected that during your stay you will <define specific job responsibilities>.  The goal of this project is to <define goals>. 
<Specify any monetary issues, if applicable>  Example: [The appointment of Honorary Associate does not entail any financial obligations by this Department nor the University of Wisconsin-Madison.] or [It is my understanding that you will have complete financial support for yourself, including transportation cost, living expenses, and health insurance.  I will provide the support for the research activity in my laboratory for this collaboration.] 
<Include for international visitors>  You are required to register with the Student Health Insurance Program (SHIP) office and purchase health insurance for the duration of your stay.  For more information about the SHIP program, you can access their web site at http://www.uhs.wisc.edu/ship/.  For benefit questions please contact <department administrator> in your department. 
<Include for international visitors>  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. 

<Include for domestic students>  You may qualify for the Student Health Insurance Program (SHIP). If you are interested in purchasing health insurance for the duration of your stay, please contact the (SHIP) office.  For more information about the SHIP program, you can access their web site at http://www.uhs.wisc.edu/ship/.  For benefit questions please contact <department administrator> in your department. 
As an Honorary Associate/Fellow appointment, you are eligible to use all campus libraries, recreational facilities, and have access to Union programs and services, including Mini Courses and Hoofers.  You also have Wisc-World privileges (Internet access, e-mail usage, and Wisc-World software bundle) and have access to specific Division of Information Technology (DoIT) services and products. Please refer to the attachment provided with this letter for additional information. If you have questions about any of the above indicated information, please contact <department administrator> at the departmental office.

This appointment does not confer any rights to intellectual property to which you may be exposed in the course of your visiting appointment.  Your rights to any intellectual property that you create during your visiting appointment are determined by University of Wisconsin policies, including but not limited to the University’s general intellectual property policy, located at https://research.wisc.edu/intellectual-property/.
<Include for international visitors>As an international visitor, we want to be sure you are aware of our college’s CALS Global office. We hope during your time here, you will take the opportunity to connect with Dr. Sundaram Gunasekaran, Director, or Jennifer Kushner, Assistant Director, of CALS Global. If CALS Global can be of assistance to you, please do not hesitate to contact their office in 146 Agricultural Hall (Phone: 608 262-1251; email: calsip@cals.wisc.edu; Website: ip.cals.wisc.edu).
I believe you will find the environment in Professor <Name>’s laboratory to be interesting and stimulating.  Please let me know if you have any questions regarding this appointment.

Sincerely,

<Name of Supervisor>



Carol Y. Hillmer
<Title of Supervisor>
  


Associate Dean
CALS Human Resources
Attachment – Information for $0 Visiting Appointees
Empl ID: <Empl ID>
c. <Department Name> e-file

    CALS Human Resources
