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Offer letter to an Assistant Research Scientist

Dear Dr. <xxx>:

I am very pleased to write to you with details of our offer of appointment as an Assistant Research Scientist in the Department of <deptname> at the University of Maryland, College Park.  This offer is subject to the final approval of the Dean. 

[[Brief paragraph, warm feelings with a personal touch, e.g.:

On behalf of my <deptname> colleagues, and with the enthusiastic support of Dean Halperin, I would like to express our excitement at the prospect of your joining our faculty.]]

The specific details of your appointments are as follows:

1. Your academic appointment is as Assistant Research Scientist in the Department of <deptname> within the College of Computer, Mathematical, and Natural Sciences (CMNS).  This is a three-year, full-time appointment.

2. The appointment is effective <date of appointment>.

3. The appointment is renewable for an additional three years, based on a favorable evaluation completed during the second year of the initial appointment.

4. The appointment is on a twelve-month basis at an initial annual base salary rate of <salary..  Your base salary rate may be adjusted annually thereafter in accordance with University salary guidelines and appropriations, and in response to your annual performance review.  Typically these salary appropriations are received by the University through its annual budget process, and may include merit and cost-of-living allocations (COLA).  

5. 100% of your base salary will be paid from sponsored research funds secured by you through the normal University grant solicitation process to government or private agencies.  Given the outstanding nature of your research, I have no doubt that you will be fully successful in securing the funds to support your base salary.

6. In the event that you are unable to secure sufficient sponsored research funds to pay your salary, the University may elect to terminate this contract. 

7. Under normal circumstances, at the end of your second appointment, you will be considered for promotion to Associate Research Scientist.  If that promotion does not occur, you will be ordinarily be offered a one-year terminal contract—however, if circumstances warrant, you may be offered another three-year appointment with a second chance for promotion at the conclusion of that final renewal as an Assistant Research Scientist. 

I will inform you when the offer has been approved by the Dean.  From that point, you will have <tt> days to sign the enclosed contract, which specifies the precise terms of your contract, and return it to me.

[[Concluding warm and fuzzy paragraph, e.g.:

I speak for many colleagues when I say that we are truly enthusiastic about your appointment here.  I believe we can provide support for your research to enable your science to prosper.  We look forward to working with you as our colleague.]]

Yours sincerely,

John James, Chair, Department of <deptname> 

JJ:vb

cc:
Dr. Steve Halperin, Dean, CMNS
Other issues that might be addressed:

· Mid-year COLAs

· Joint appointments (where the other unit(s) are or are not within CMNS)

· Guarantee of some salary from state supported funds, e.g. in return for some teaching 

· Promise of early consideration for promotion.

· If 12-month appointment, include paragraph on accrued annual leave as in Professoriual letter, that is: "As a faculty member on a 12-month appointment you will be entitled annually to 3 days personal leave and 22 days annual leave.  You may carry over up to 50 days per year of annual leave.  However, upon retirement, resignation, or change of appointment, you will not be entitled to compensation for any unused accrued annual leave."
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