Research Associate Position Offer Letter Template

This template MUST be used for offer letters being submitted to the Research and Innovation Office effective no later than January 01, 2017 and must be printed on UNIVERSITY OF COLORADO BOULDER departmental letterhead, uploaded and submitted to DocuSign for final approval and routing.

Mandatory: effective with the 1/1/16 hiring cycle: all offer letters must be routed via DocuSign
DATE

CANDIDATE’S LEGAL NAME

HOME ADDRESS

CITY, STATE  ZIP CODE

Dear Mr./Ms./Dr.      (last name)       :
I am pleased to offer you an appointment to the University of Colorado Boulder as a Research Associate in the Research and Innovation Office, in ___________________ (fill in the name of department or Institute).  This offer is made subject to the final approval by the Chancellor of the University of Colorado Boulder.  

Subject to approval by the Chancellor of the University of Colorado Boulder, your service at the University of Colorado Boulder will begin __________(month  date), 20__ and end no later than _____ (optional wording to be used ONLY IF THERE IS A SPECIFIC DATE INDICATED ON THE FUNDING AGREEMENT).  Your initial salary for this ____% appointment will be $________ per _________ month, which is equivalent to $_____.__ per 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.

Based on a ____% appointment, you will accrue _____ hours of vacation and ___ hours of sick leave per month.  Vacation and sick leave requests and usage must be submitted to your supervisor monthly. Salary and leave accruals are pro-rated for any partial months worked.

Note: %age of appointment and hours/month accrued must correlate with hours/year. Some examples:

          Vacation leave:  100% =14.67 hrs/month; 50% =7.33 hrs/month; 75% =11.00 hrs/month; 83.33% = 12.22 hrs/month

          Sick leave:           100% =10 hrs/month; 50% appt.=5 hrs/month; 75% =7.5 hrs/month; 83.33% =8.33 hrs/month

You will receive benefits normally provided to research faculty employees, based on percentage of appointment, under the standard University of Colorado benefits programs, including health and life insurance and retirement programs.  Positions which are less than 50% time are ineligible for health and life insurance and retirement programs. Additional information on employee benefits is available at: 
http://www.cu.edu/employee-services/benefits
http://www.colorado.edu/postdoctoralaffairs/benefits-services/benefits 
This offer is contingent upon the satisfactory completion of criminal and EPLS (Excluded Parties List System) background checks as required by the University.  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. By accepting this offer you verify that you’ve read the University’s background check requirements, including your self-disclosure obligation which begins from the date of acceptance, available on the web at http://www.colorado.edu/policies/background-check-policy. 
All employees at the University of Colorado Boulder are required to complete training on sexual misconduct, discrimination and harassment.  A CU Identikey is required in order to access the training.  You will receive an e-mail from your home department Payroll/Personnel Liaison (PPL) once your Identikey has been established.  Once your Identikey is in place, please visit the following web address located on the Office of Institutional Equity and Compliance (OIEC) website for instructions on how to complete the required training: 

http://www.colorado.edu/institutionalequity/training-and-education .

OIEC recommends that the on-line training be completed as soon as possible.

Additional training requirements related to your job or as required by university or campus policy are available at:

http://hr.colorado.edu/Pages/MandatoryTraining.aspx.
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.
The following are additional terms and conditions applicable to your appointment.  By state law or University policy, these terms must be included in this letter of offer.

(1)  State law, pursuant to Section 24-19-104 of the Colorado Revised Statutes, specifically requires that you be an employee-at-will in your position and that the following paragraph be included in this letter of offer.

Your employment contract is subject to termination by either party to such contract at any time during its term, and you shall be deemed to be an employee-at-will. No compensation, whether as a buy-out of the remaining term of contract, as liquidated damages, or as any other form of remuneration, shall be owed or paid to you upon or after termination of such contract except for compensation that was earned prior to the date of termination.

(2)  You agree to uphold ethical standards appropriate to your position as a research faculty employee of the University, including, but not limited to, standards applicable to conflicts of interest and conflicts of commitment as defined by University policies.  You agree to meet all obligations imposed by federal and state law and to comply with all laws, rules, regulations, policies, procedures and resolutions, adopted by the Board of Regents, the University of Colorado, and the campus or other unit(s) in which your appointment is made.  You also agree to report suspected or known noncompliance with such laws and policies as required by Regent and University policies.  

(3)  The terms of this appointment shall be construed and interpreted according to the laws of the State of Colorado.  This appointment is subject to the laws and policies of the University of Colorado, as they may be amended from time to time.  The terms and conditions of this appointment supersede any conflicting provisions that may be contained in employee handbooks, but may not supersede Regent laws or policies or the laws of the State of Colorado.  To the extent that the laws and policies of the University conflict with state or federal laws, state or federal laws shall prevail.

(4)  Once your appointment has been approved by the Chancellor, the specific terms and conditions of your appointment, as described in this letter, may be changed only by a duly executed written addendum to this letter of offer.  The University may, however, make changes to its employment policies which affect all employees or certain classes of employees and these shall become effective without the necessity of a written addendum to this letter of offer.

This offer is contingent upon your ability to legally accept the employment in this letter. For persons who are not citizens or permanent residents of the United States, this may require securing the appropriate employment authorization from the United States Citizen and Immigration Services to assume this position.  If you need assistance in obtaining the appropriate visa clarification, please contact the Office of International Scholars and Students Services (ISSS) at 303-492-8057.

If your work involves export-controlled technology, your employment may be contingent upon obtaining an export license from the Department of State, Commerce or Treasury. The Office of Export Controls can assist in making this determination and applying for authorization.  Contact: exportcontrol@colorado.edu .
Effective January 1, 2010, positions which are funded by federal contracts require that the University verify your employment eligibility through the federal E-verify program:  if your position will be funded by a federal contract, your employment with the University is contingent upon final confirmation of your employment eligibility by E-verify. Please be aware that you are subject to termination if the University receives a final non-confirmation of your employment eligibility.

If you have any questions about available benefits as a research faculty employee, please contact the Benefits Office (303) 860-4200, option 3. You have 31 days from your hire date to enroll in any benefits programs.  Medical and dental coverage begins on the first of the month, contingent upon your appointment being effective the first day of the month; if your appointment begins on any other date, coverage begins the first day of the subsequent month.  Your specific start date and benefits eligibility are determined by University policy, which may be amended from time to time.  For additional information, please see the following link at: 
http://www.cu.edu/employee-services/benefits.

Additional information regarding benefits, leave and other policies associated with this appointment are defined in the “Research Faculty Leave, Benefits and other Policies” document, which is accessible at:

http://www.colorado.edu/innovate/sites/default/files/attached-files/ResFacLeaveBenefitsOtherDocument2015updated3915.pdf 
Your specific responsibilities in this position will be:  (Provide a detailed job description).

OPTIONAL PARAGRAPH:  Insert the following paragraph if candidate has not finished the Ph.D.:

This offer of appointment as Research Associate is extended to you on the condition that you complete all requirements for conferral of the Ph.D. degree prior to _______________ (start date of appointment), 201_.  If you do not complete all the requirements at that time, your appointment will be at the rank of Professional Research Assistant,  with an initial salary of $ ________ (fill in amount:  can be as much as 10% less than fiscal year salary).  This appointment will be converted to the rank of Research Associate at the time when proof of receipt of the Ph.D. degree has been submitted, and your salary will be adjusted at the same time (if the salary was reduced when hired as a PRA).
Please notify me of your willingness to accept this offer by signing in DocuSign by _________ (month day), 20__ .
OPTIONAL PARAGRAPH:  Insert the following paragraph if candidate is a Postdoc:

As an incoming Research Associate on the Boulder Campus, you are invited to attend a New Postdoc Orientation (http://www.colorado.edu/postdoctoralaffairs/new-prospective-postdocs/training). You can learn more about support for postdocs at CU Boulder by the Office of Postdoctoral Affairs at http://www.colorado.edu/postdoctoralaffairs/new-prospective-postdocs or by emailing the Director, Leah Colvin, at leah.colvin@colorado.edu. You are also invited to the Postdoctoral Association of Colorado (PAC). You can learn more about the PAC at http://pac.colorado.edu/, and you can sign up to receive information about upcoming OPA and PAC events by emailing leah.colvin@colorado.edu or postdocs@colorado.edu with the subject line, “Subscribe to pac_universe.”

We look forward to your acceptance of this offer and to your contributions to the University.

Sincerely,

PRINT the Name & Title of Chair/Director/Principal Investigator HERE  (example:  Jim Doe, Director)
PRINT the Department/Institute Name HERE                                              (example:  Graduate School)

I concur:

_____________________________
           
________________

Terri Fiez, Ph.D.




            Date
Vice Chancellor for Research
Enclosure

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, EPLS (Excluded Parties List System), financial and/or motor vehicle background check, and approval of my appointment by the Chancellor of the University of Colorado Boulder.

__________________________________________      ____________      __________________________________
PRINTED legal name of the Candidate HERE, Signature           Date
      Last 4 Digits of SS# for a new employee OR
 (example:  Ivana Java, Signature)                                                                       Employee I.D. for current/previous employee

                                                                                                                                                 PPL, do not enter SS# or EID on behalf of the

                                                                                                                                                  candidate.
I decline this offer.


                                                        
                    ____________ 
Signature



                             Date
	Hiring Unit Use Only:      HCM  Budget Position Number:_______________

                                                                         BGCs required:

Criminal           _X_  Date Passed_______ EPLS_X__  Date Passed_________

Motor Vehicle ___  Date Passed_______ Financial ___ Date Passed ________

BGC completed by HR-BGC, received and email verification sent to resfachr@colorado.edu
by___________________________________________________________(PPL’s Printed Name/Signature and date) 


Candidate:  Please proceed to the next page of this document to provide additional required information.
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Dear Candidate,

Congratulations on your future employment at the University of Colorado Boulder. The Research and Innovation Office, along with your hiring unit, want to ensure that the hiring process proceeds smoothly and in a timely manner in order for you to finalize your hiring prior to the monthly payroll freeze processing date, and in order for you to enroll in your benefits plans as soon as possible.

Please read carefully, sign and complete the DocuSign envelope, which will be sent directly to the hiring unit when finished.

Thank you for your assistance with this request!

***************************************************

This section is to be completed by the candidate:
 I affirm that I have:
1 – Completed the CU Careers process including the Faculty/University Staff & EEO Data (application) 

       Form
2 – Uploaded the required hiring dossier documents, consisting of
       -- Cover Letter
       -- Curriculum Vitae for a Research Associate appointment
       -- Proof of highest degree earned (Doctorate Degree for a Research Associate position) which can be a copy of
          the diploma, a transcript showing the degree, and/or a Letter of Completion provided by the respective Dean
           or Registrar); if Doctorate is not conferred at the time of signing this offer letter, I must provide proof of
          the Bachelor’s or Master’s degree as I will be hired as a PRA (Professional Research Assistant).
       -- Letter of recommendation
3 – Know that I must provide original documentation to the Hiring Unit or to the Office of Human Resources for
      Verification of the I-9 form within my first three days of employment, submitted as part of the Onboarding
      Process; if I am a Foreign National Employee, I realize that I need to obtain a receipt of completion from Human

      Resources once my I-9 has been verified by them, and return the form to my hiring unit for my file.
4 – Foreign National Employee:  know that I must make an appointment with an International Tax Scholar within

      the first two weeks of employment in order to ensure that tax treaty information is completed.

____________________________________________________                        ___________________

  Candidate’s Printed Name, Signature


   

 Date
Phone:  303-492-7401


FAX:       303-492-5777


� HYPERLINK "http://www.colorado.edu/innovate/" �http://www.colorado.edu/innovate/�   	





Research and Innovation Office


330 Regent Administrative Center, 26 UCB


Boulder, CO  80309-0026








