Date

Dear Dr. <Name>:
On behalf of the <department of> and contingent upon approval of the Office for Postdoctoral Scholars, I intend to offer you a position as a <title> (e.g. Postdoctoral Research Associate, Teaching Scholar).  This position would be for the period of <start date> through <end date> and would provide an annual salary of <$ amount>, payable on a bi-monthly basis on the 15th and last working day of each month.  Information regarding the benefits applicable to this full-time position can be found at: http://hr.nd.edu/benefits/summary-information/benefit-summaries/.  
The principal duties and responsibilities of this position would be to <duties>.
If you indicate your willingness to accept this position, I will initiate the process of having the Office for Postdoctoral Scholars issue a formal letter of appointment.  Your appointment will be contingent upon the following:


1.
Your submission of the required documentation to establish your identity and 


your authorization to work in the United States; and


2.
Completion of all requirements for your doctoral degree.  Proof of completion of 


your doctoral degree must be presented to the Office for Postdoctoral Scholars 
                        prior to beginning the appointment.  Proof of your doctoral degree can be    
                        established by providing one of the following:



a)
A copy of your diploma;



b)
The official transcript showing the degree has been conferred; or



c)
A letter from an appropriate person at <Name of College> indicating that 



you have completed all requirements for the degree.  This letter needs to 



be from an official office of <Name of College>, normally the Registrar, 



and not the advisor, department chair, or dean.


3.   
Approval of the Office for Postdoctoral Scholars
Please note that acceptance of the formal appointment will indicate acceptance of recognized standards of research within the discipline, and of the applicable Notre Dame policies and procedures relating to research appointments.  Please familiarize yourself with these policies, which can be found at http://postdocs.nd.edu/policies-procedures-guidelines/, before indicating your interest in an appointment to this position.
To indicate your willingness to accept such an appointment, please sign and date below, and return this letter to me with your signature by ____________.  Upon receipt, I will initiate the process of having the Office for Postdoctoral Scholars issue a formal letter of appointment.  

If you have any questions, please contact me at <e-mail> or <phone>.  If you have specific questions about benefits available for this position, you may contact Diana Dickson at ddickson@nd.edu . 

I would be pleased to have you join our group.  I look forward to your reply.  
Sincerely,
<faculty member extending offer>
​​​​

By my signature below, I __________________, hereby indicate my intent to accept this position if offered, and to agree to the conditions outlined above.

____________________________

Signature

____________________________

Typed name

____________________________

Date

cc: Diana Dickson, Coordinator, Office for Postdoctoral Scholars
