Template Offer Letter for Postdoctoral Research Associate – Revised 9-15-04
Date

Name

Address

Address

Dear Dr. [insert name of Postdoctoral Research Associate]:
It is with pleasure that we offer you a Postdoctoral Research Associate appointment at the School of Engineering of the University of Southern California based on the recommendation of  [insert name of academic department, laboratory, or institute in which this individual will be appointed] and  [insert name of faculty mentor or Chair or Dean, as appropriate] who will be your faculty mentor.  This offer of appointment is in accordance with the University’s postdoctoral education program to provide an opportunity for recent graduates to further develop their research skills and learn new techniques.

Your monthly [insert: monthly, full-time, salary] [consult Linda Rock/EFO prior to determining salary, then enter salary figure] for [insert first year of appointment] will be  $[amount 1].  [FOR appointments that include external fellowship or other funding, insert:  Of this amount,  $[amount x] will come from departmental funds (if applicable) and  $[amount y] will be paid through the University from external funding provided from  [insert description of the funding source].   [**** Amount 1 must be the sum of Amount x plus Amount y]
While your specific responsibilities and duties will be assigned by  [insert name of faculty mentor], it is expected that your time will be committed to research and scholarship.

In addition, the School will:

(1)...

(2)...

 [List the specific commitments that apply]. Delete this section if it does not apply.

Assignments of space, equipment, clerical, and other support are subject to change in the future according to the University's needs.

This is a non-faculty University employment appointment as a Postdoctoral Research Associate.  Its period is [Insert:  appointment start date] to  [Insert:  appointment end date][nab. appointment end date must not be more than one year after appointment start date].  You are eligible to be considered for reappointment on a year-to-year basis, but there is no guarantee of reappointment, which is at the University's discretion.  The maximum possible term is five years, although generally the period is shorter.  Appointments may be prematurely terminated at any time during the year-to-year appointment, without cause, at the discretion of the dean of the school, on ninety days notice or payment to the extent the notice falls short of ninety days.  In addition, if the external funding which supports you is no longer available, your appointment will be terminated. 

Should you accept this offer, your continued employment will require both satisfactory job performance and compliance with existing and future university and departmental policy.  Your compliance with university policy includes the responsibility to respect the highest level of privacy for all members of the university community. Because many of our faculty and staff handle a variety of proprietary and private information concerning colleagues, students, patients, alumni, donors, and others associated with the university, protecting privacy is the responsibility of all university employees.  Therefore, a further condition of your employment is that you agree to not disclose or discuss any confidential information obtained from the university, school or departmental records, either during or after employment with the university (unless such disclosure is a normal requirement of your position and has been authorized).  This includes, but is not limited to, intellectual property, proprietary trade information, student records, patient records and donor files.

At USC Employee Orientation, you will be provided with information about your eligibility for employee benefits, the enrollment process, and the effective dates of coverage.  If you currently receive health benefits, you may wish to exercise your COBRA benefit rights until benefits at the University become effective. Your enrollment in benefits programs for which you are eligible must be completed within the first 60 days of your employment or you must wait until the next open enrollment period.  You are also eligible to apply to participate in the university child-care program, but the available space may be extremely limited.  Your supervisor will schedule you to attend orientation within your first three weeks of employment.   You will need to provide certified documentation for any dependents you wish to include in benefits programs.  In the meantime, I encourage you to review the University’s Strategic Plan and the other Web resources identified below for further information about your employment and the university.

According to university policy, no separation pay (severance pay) or layoff benefits are paid to fixed-term employees.  Since your appointment is not a faculty appointment, you do not accrue eligibility toward sabbatical leave. When you leave, your final paycheck will, in accordance with the University’s policies, include pay for days worked, and for accrued and unused vacation days.  The university does not pay for accrued and unused sick days upon termination.  Vacation leaves are in accordance with University policy posted on the University’s WEB page at http://www.usc.edu/policies.

Prior to beginning your appointment, you must provide documentation to the dean that the relevant terminal degree has been satisfactorily completed. You are also required to verify your eligibility to work in the United States.  Please bring with you on your first day of employment the enclosed I-9 form along with documents that will establish your identity and employment eligibility.  This offer is contingent upon your agreement that the employment relationship is at-will and your acceptance of an arbitration agreement.  Both documents are enclosed for your review.

If the terms specified in this letter are acceptable to you, please sign and return the original of this letter along with the signed arbitration and at-will agreements to me by  [insert date].  The appointment terms in this offer letter supplant any previous correspondence and discussions, and by signing below, you agree to adhere to all University policies, including those defining intellectual property rights.

We look forward to your association with USC.

Yours truly,

Randolph W. Hall



(insert name)

Senior Associate Dean

Principal Investigator

Research

I hereby accept employment on the conditions set forth in this letter.

Signature of Candidate

Date

Enclosures:  
Arbitration Agreement



At-Will Agreement



I-9 Form and List of Acceptable Documents



[Other Departmental Agreements]

Web Resources:
Strategic Plan www.usc.edu/admin/provost/strategicplan
Employee Benefits www.usc.edu/Benefits



Parking www.usc.edu/dept/transportation/



Payroll Services www.usc.edu/payroll/



University Policies www.usc.edu/policies/



USC Home Page www.usc.edu



[Department Home Page]

