
POSTDOCTORAL FELLOW OFFER LETTER TEMPLATE

Date

Name
Address
Address

Dear Dr. ________________,
It is with pleasure that I send you this offer letter for a position as a Postdoctoral Research Fellow at Brigham and Women’s Hospital (BWH) in the Department of INSERT NAME, Division of INSERT NAME beginning on INSERT START DATE. The department will also appoint you to the BWH Medical Staff as a Research Fellow and will propose that you be appointed as a Research Fellow at the Harvard Medical School (HMS); however, final approval of this appointment rests with HMS. 

SALARY AND BENEFITS: 
[BENEFITS and end of paragraph removed if Fellow is ineligible for benefits]
Your employment will commence with an initial salary paid monthly at the annual rate of $______.  BWH operates in an electronic payroll environment. Paper checks and advices are not distributed as a part of the normal payroll process.  Your paycheck will be electronically deposited, as directed by you, into the banking source of your choice.   Therefore, during your first week of employment please use PeopleSoft Employee Self Service to enroll in direct deposit.  In addition, you will be eligible for certain employee benefits.  BWH offers a comprehensive benefits program to choose from, including a selection of medical insurance plans, a prescription drug plan, dental insurance, vision care plan, pre-tax flexible spending account, long-term disability, life insurance, accidental death and dismemberment insurance, a retirement plan, as well as other work/life benefits which will be outlined at New Employee Orientation.  For further details, contact the Professional Staff Benefits Office at (617) 724-9357.
POLICY:  
BWH has a set of policies for Postdoctoral Fellows, which is available for your review: http://www.brighamandwomens.org/research/OPRC/Benefits_And_Policies.asp. As a Postdoctoral Fellow at BWH, you will be subject to most BWH and Partners policies available online at: http://www.brighamandwomens.org/HumanResources/policies_procedures.aspx and 
http://library.partners.org/PartProd/trove.asp?HU=EmptyURL.  
Contact your Human Resources Consultant with any questions at (617) 582-0100. As a BWH and HMS appointee, pertinent policies will apply, and can be found at: http://www.hms.harvard.edu/integrity/.

TERMS OF EMPLOYMENT:
This offer of employment is contingent upon the successful completion of a Criminal Offender Record Information (CORI) check, an Office of Inspector General (OIG) check, a pre-employment health screening, and proof of your eligibility to comply with the Immigration Reform Control Act of 1986.  The Research Fellow position is intended to provide training to facilitate your transition to an academic or research career. Please be aware that your continued employment is contingent among other things upon adequate funding from research grants or other outside sources to cover the costs of your salary and benefits.  Therefore, consistent with BWH policy, your employment as a Research Fellow (with limited exceptions) may not exceed five (5) years.  It should be noted that BWH is an “At Will Employer” and as such, either you or BWH may terminate your employment at any time with or without cause.  
I am delighted at the prospect of your joining us here at the BWH, and look forward to working with you.

Sincerely, 
PI name and title

Please sign this letter of appointment below, acknowledging that you agree to the terms of this employment offer as outlined above. Please retain one copy of this letter and return one copy to the attention of INSERT NAME AND ADDRESS.

Applicant Signature: __________________________ 
Date:___________________
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