Definition of a Postdoctoral Appointment and Appointment Letter Template
(Sources:  The AAU Committee on Postdoctoral Education,1998; FASEB’s Science Policy Committee, 2001,NSF, AAMC and the National Postdoctoral Association)
· The appointee was recently awarded a Ph.D. or equivalent doctorate (e.g., Sc.D., M.D.) in an appropriate field; 

· the appointment is temporary; 

· the appointment involves substantially full-time research or scholarship 

· the appointment is viewed as preparatory for a full-time academic career 

· the appointment is not part of a clinical training program, unless research training under the supervision of a senior mentor is a primary purpose of the appointment 

· the appointee works under the supervision of a senior scholar or a department in a university or similar institution; 

· the appointee has the freedom, and is expected, to publish the results of his or her research or scholarship during the period of the appointment. 

A typical appointment process needs to take into consideration three major areas: the eligibility for appointment, the offer of appointment, and the duration of appointment.

Appointment Letter
Initial Letter of Appointment Outline
1. Offer of postdoctoral position, with title of agreed research project and mentor’s name.

2. Effective date of appointment, amount of stipend, source and expiration date of funding.

3. Details of the duration of appointment.

4. Statement of eligibility for Institutional insurance and other benefits

5. (International Candidates only) Notification of visa and employment documentation requirements

6. Additional information, such as whether the appointment is renewable and the conditions for renewal, may be included.  

7. The Postdoctoral Scholar is required to accept the appointment.

Sample Appointment Letter
Date
Postdoctoral Associate/Scholar Name

Postdoctoral Associate/Scholar Address
Dear Dr. Name
We are pleased to offer you a position as a Postdoctoral Associate/Scholar at the University of Louisville in the Department of department name/division of.  This letter is intended to formalize our understanding of your appointment. 

Your appointment will begin on start date and end on end date. Your appointment may be renewed and is contingent upon satisfactory performance and availability of funding. Your total support for the initial year of training will be $$, from source.  Should this source of support end during your appointment, you and I will confer on alternate sources of funding. 

[For international postdocs on visas:] Please note that your appointment is contingent upon approval of your immigration visa application and that the exact start date of your appointment may change if visa approval is delayed.  It is your responsibility to apply for and obtain visa approval to enter the U.S. 
During this appointment, you will be involved in brief description of research/studies.
Upon arriving at the University of Louisville, please contact your departmental business office.  The departmental office will work in concert with Human Resources to inform you of the benefits options available to you and to arrange enrollment in a health insurance plan.  As a term staff employee, you will be subject to the staff provisions of the University of Louisville, which will be explained during new employee orientation in the Human Resources office. 
[For international postdocs on J1 visas]  In addition, federal regulations require that all exchange visitors (J1) and their dependents (J2) maintain health insurance at specified levels of coverage for the duration of their visit. If you provide your own insurance, please be sure that it meets the necessary requirements.
Prior to your arrival, we request that you send several important documents to us: i) your curriculum vitae (CV); ii) two letters of recommendation; iii) a signed copy of this appointment letter. Also, if you have not yet received your doctoral diploma, please provide us with a letter from your degree-granting institution stating (in English) that all of the degree requirements have been met and stating when the degree will be conferred.

Should you have any questions, please contact admin name at (502) 852-XXXX or e-mail; you can send faxes to (502) 852-XXXX.  Also, visit department website for additional information about our department.  We look forward to meeting you soon!

Sincerely, 

sponsoring faculty name AND signature

optional: other departmental representative
Appointee’s Name (print) _______________________________

Appointee's signature: __________________________________

Date:_________
