Month Day, Year
Employee’s Name

Employee’s Address

City, State, Zip Code
Dear Employee,

I am pleased to formally offer you a Research Associate position (in my research group) at Indiana University, Bloomington.  Your appointment would be for a 12-month period beginning Date and ending Date.  The minimum annual salary would be salary, plus University employee benefits.  The following webpage (http://www.indiana.edu/~uhrs/benefits/index.html) will provide you with details regarding IU employee benefits.  (Optional: If mutually agreeable, your appointment may be renewed after one year.)
The duties and responsibilities of this position will include position description.  Your degree in field, training, and experience in field qualify you for this position.

Certain benefit plan enrollments must be made within 30 days of your date of hire.  These include medical and dental plans, the IU Tax Saver Benefit Plan, and Personal Accident Insurance.  Enrollments for these plans received after 30 days from your hire date cannot be processed and Open Enrollment is the next opportunity to enroll with an effective date of the following January 1.

Sincerely,

Faculty Member Offering Position

Faculty Member’s Title
