Standard sample offer letter for Postdoctoral Fellows. Please place on Augusta University letterhead. (Use the Appendices that are appropriate.)
Dr. Postdoc Name
Address

Dear Dr. Postdoc Name:  

On behalf of  Augusta University I am pleased to offer you position # (INSERT POSITION #) as a (Sr.) Postdoctoral Fellow with the (Unit name) at a monthly rate of $x that equates to $x per year. Please report for work on (date) unless we agree otherwise.  Salaries are paid in monthly checks, usually on the last working day of each month.  

Your initial assignment, as we have discussed, will be in (Unit name or lab or relevant research project.) Subsequently, other interesting and challenging assignments may evolve elsewhere within (Unit name). (Unit name) is primarily dependent on sponsored research. So, all employment and assignments are ultimately dependent upon the availability of funding and your continued satisfactory performance as a Postdoctoral Fellow. Because of this funding situation, you should remain aware of the need for developing your skills and pursuing your own sponsored research. Further, postdoctoral employees serve in a provisional status for the first six months of their employment at Augusta University. This letter is not a contract and does not guarantee employment for any specified period of time.  
This offer of employment is contingent upon the following:  
a) compliance with any applicable State and Federal laws and the Bylaws and Policies of Augusta University and the USGA Board of Regents; b) eligibility to work in the U.S.; c) completion of a satisfactory criminal background check (Please complete the enclosed Criminal History questionnaire and return it at least one week prior to your employment start date.); d) confirmation of the credentials and employment history reflected in your application materials; e) if applicable, a satisfactory credit check; f) a successful pre-employment physical and drug screen as well as annual screenings. Results from the above contingent conditions must be met before employment can commence for any new employee. You are required to complete all of your employment paperwork prior to or on your first day of employment.
Augusta University has several attractive insurance and benefits programs which are available to employees and may be reviewed at the Online Training Orientation website http://www.augusta.edu/hr/hr4 (type newhire in the Username and Password fields) or discussed with the Benefits & Data Management Department of the Division of Human Resources (HR) at 706 721-3770.
We sincerely hope you will join our staff. We feel you will have a great opportunity for professional development here and that you will be an asset to (Unit name). If you intend to accept this offer, please sign and date below and return a copy of this letter to me at (FAX NUMBER OR EMAIL) by (DATE)
Sincerely,





Sincerely,

(Chair/Director)





(PI/Mentor)

(Unit Name)





(Unit name)

cc:
Dena J. Pickett, Director of Talent Acquisition & Management
Please see the following page for additional contingencies of your employment.
By signing below, I accept this offer of employment. 

Signature: ________________________________   Date: _________________

USE APPENDICES THAT ARE APPROPRIATE FOR YOUR POSTDOC CANDIDATE. 
Attach appendices to offer letter on a separate page. Do not include the text highlighted in yellow.
For postdoc fellows who are nonimmigrants (H-1B, J-1/J-2, F-1 or TN):

APPENDIX A—EMPLOYMENT ELIGIBILITY DETERMINED BY IMMIGRATION STATUS
Your employment at Augusta University is contingent on the employment eligibility of your immigration status.   
For postdoc fellows who are nonimmigrants (H-1B, J-1/J-2, TN or other employment eligible nonimmigrants) AND ARE COMING TO THE U.S. FOR THE FIRST TIME:
APPENDIX B—SOCIAL SECURITY NUMBER AND FINANCIAL RESOURCES
Your employment at Augusta University is also contingent upon receiving a Social Security number (SSN). Approximately 10 days after your arrival in the U.S., you should apply for a United States SSN. You will not be able to begin employment at Augusta University until the Social Security Administration has assigned you a SSN and you have received your Social Security card. You will need to apply in person at any office of the Social Security Administration. It will probably be 3-5 days before your number is assigned. However, depending on your immigration circumstances, it could be 2 to 3 months before the number is assigned.

You are advised to bring money with you for your immediate expenses when you arrive in the U.S. Expenses will include temporary or permanent housing, food, transportation, utility deposits and other miscellaneous expenses. It is recommended that you bring at least $6,000 to $7,500 for yourself. If you are accompanied by dependents, additional funds may be required. Due to the time it may take to assign an SSN, please be aware that you may not receive a check from Augusta University for a month or more, so you cannot depend on your salary to pay these immediate arrival expenses. Banks in the U.S. usually require 5 to 15 days before checks drawn on them will be paid; checks drawn on foreign banks can take even longer. A place of residence and SSN are usually required to open such accounts. Therefore, you may wish to bring the funds for your arrival expenses in traveler’s checks so that you can use the money as soon as you arrive.

For postdoc fellows who will be employed in J-1 status:  

APPENDIX C—HEALTH INSURANCE REQUIREMENT FOR J-1 POSTDOCS
If you are employed as a postdoc fellow at Augusta University and are on a J-1 visa, you and your J-2 dependents are required to maintain health insurance as well as medical evacuation and repatriation of remains insurance throughout the duration of your J program. This is a requirement established by the U.S. Department of State. 
The International and Postdoctoral Services Office at Augusta University has determined that three insurance options meet these requirements:

· The Blue Cross Blue Shield BlueChoice HMO offered to Augusta University employees and the Medical Evacuation and Repatriation of Remains Policy through American College Student Association (ACSA) Global Travel Plus (medical evacuation and repatriation of remains insurance).
· The Blue Cross Blue Shield Comprehensive Care Plan offered to Augusta University employees and the Medical Evacuation and Repatriation of Remains Policy through American College Student Association (ACSA) Global Travel Plus (medical evacuation and repatriation of remains insurance).

· The comprehensive PGH Plan offered to Augusta University students and J-1 scholars (includes medical evacuation and repatriation of remains insurance).

You will be required to purchase and show proof of insurance that meets Augusta University J Exchange Visitor Program requirements at your first check-in appointment with the International and Postdoctoral Services Office.

For postdoc fellows whose doctoral degree was earned at a foreign university:
APPENDIX D—FOREIGN ACADEMIC CREDENTIALS
As noted on page 1 of the offer, your employment at Augusta University is also contingent upon verification of your academic credentials. You should have the verification sent directly to your hiring unit manager. Some credential verification companies include www.educassess.com (or connie@educassess.com), www.ece.org, www.gcevaluators.com, www.lisano-intl.com, www.jsilny.com, www.wes.org.
For candidates about to be granted their degrees:
APPENDIX E—DOCTORATE STILL TO BE ISSUED
As was also discussed with you during the employment interview, this offer is contingent upon the award of your Ph.D. from the (insert name of degree-granting institution) by (insert employment date).  If your degree will not be conferred until after the employment date, please provide an official document from your registrar’s or Dean’s office stating as follows, “(insert candidate name) has completed all the requirements for the Doctor of Philosophy degree in (insert field of study) and has successfully defended his/her dissertation as of (insert appropriate date). His/her official graduation date will be (insert graduation date).” Official transcripts are required as soon as possible thereafter and should be submitted to the Division of Human Resources.   
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