Letter of Offer Template:  Professional Research Assistant,

Sr. Professional Research Assistant, and Sr. Research Associate Positions

Letter must be printed on departmental letterhead

Offer letter revised/updated June 2009

DATE

NAME

ADDRESS

CITY, STATE  ZIP CODE

Dear   ____(name)___:
I am pleased to offer you an appointment to the University of Colorado at Boulder as ________________ (fill in title) in the Office of the Vice Chancellor for Research & Dean of the Graduate School, ____________ (fill in the name of the department or institute).  This offer is made subject to the final approval by the Chancellor of the University of Colorado at Boulder.  

Subject to approval by the Chancellor of the University of Colorado at Boulder, your service at the University of Colorado will begin __________(month  date), 20__.  Your initial salary for this ____% appointment will be $________ per _________ (month OR fiscal year) and may be renewable in accordance with Regent policies for Research Titles.   Termination of the appointment may occur in accordance with Regent policies for Research Titles, or may occur at any time in accordance with Colorado law as defined below.

This offer is contingent upon the satisfactory completion of a criminal background check as required by the University. You will receive an e-mail from one of our department staff members with details regarding the background check requirement. Shortly thereafter you will receive an e-mail from the University’s external vendor, HireRight Customer Support (customersupport@hireright.com) that will direct you to complete the authorization form on-line. The background check must be completed prior to employment. 

OPTIONAL PARAGRAPH: Insert the following sentence, if moving reimbursement is involved.

In order to assist you with your relocation, the University will reimburse the actual moving and transportation costs for you to relocate, up to a maximum of $_____ and subject to University policy.
Under Section 24-19-104 of the Colorado Revised Statutes, your employment contract with the University of Colorado is subject to termination by you or the University at any time during the term of the contract and you are deemed to be an employee at will.  No compensation, whether as liquidated damages, or as any other form of remuneration, shall be owed or paid to you upon or after the termination of the contract except for compensation that was earned prior to the termination, prorated to the date of termination.

Benefits associated with this appointment are defined in the policies of the University of Colorado at Boulder as applied to Research Titles (see Research Faculty Leave Policies and Benefits Information Sheet).  Any questions you might have relative to these benefits should be directed to the Payroll/Benefits Service Center at (303) 735-6500.

Your specific responsibilities in this position will be:  (Provide a detailed job description).

Please notify me by _________ (month day), 20__ of your willingness to accept this position by returning a signed copy of this letter.  We look forward to your acceptance of this offer and to your contributions to the University.

Sincerely,

____________            _____________

INSERT/PRINT the Name & Title of Chair / Director / Principal Investigator

INSERT/PRINT the Department / Institute Name

(example: Jim Doe, Director

                 Graduate School)

I concur:

_____________________________
             ______________________________

Russell Moore



             Date

Interim Vice Chancellor for Research
I accept this offer of the research faculty position described above, with the understanding that this offer is contingent upon the satisfactory completion of a criminal background check, and approval of my appointment by the Chancellor of the University of Colorado at Boulder.

                                           
    _____________
            ___________________
“TYPE THE NAME” of the

Date


 Social Security Number

Individual, Signature

          




I decline this offer.


_________________

  _____________ 
Signature



         Date

	                           Hiring Unit Use Only:  

BGC required (circle):   Criminal     Financial

BGC results (circle):      Passed   Failed __________Date

BGC reviewed by______________________________

                                      (print name, sign and date) 


