LETTER OF OFFER FOR RESEARCH PERSONNEL

DATE: ____________

(Offer will not be processed without date)

NAME AND TITLE:
ADDRESS:

CITY/STATE/ZIP

Dear Dr. __________

On behalf of the School/College/Division of ___________and the Department of__________, we 
are pleased to offer you an appointment as a ____________.  This appointment is to begin on or about_____________, depending on when pre-employment conditions are met, [and extend

through __________].  This is a non-tenure track assignment and carries no presumption of 
continuing tenure.  This assignment is subject to the pleasure of the President or his/her designee 
and contingent on the availability of funding.  Furthermore, if you are in the United States on a 
non-immigrant visa status which allows employment at Wayne State University, this assignment 
terminates with the expiration of your visa status.  Your salary will be $__________per [12 month / 

9 month] year].  [Your assignment will be x/y time with a corresponding fractional rate of $__________.]  
The terms of this agreement may not be modified or altered by any oral statements or representations.  
The agreement may be modified only in writing, signed by a University official as authorized by University 
Policy.

You will be responsible to the Dean and by his/her delegation to ___________.  In this case, you 
will report to ___________.  Your duties, subject to periodic review will include: _______________
(list duties)

This offer is contingent upon the completion of a satisfactory background check that is required by University policy for this position, including, but not limited to, a criminal background check.  If the University determines that your background check results are unsatisfactory, this offer shall be revoked. This offer is also contingent upon the completion of the campus health and safety requirements or request for a waiver, before your start date. These requirements can be found at https://wayne.edu/coronavirus. If the University determines that the aforementioned requirement has not been satisfactorily met, this offer shall be revoked.
In compliance with the Clery Act, the University publishes its Security and Fire Safety Report annually.  This document is posted on the Wayne State University Police Department website, www.police.wayne.edu/, on the Dean of Students Office website,   www.doso.wayne.edu/, and on the Office of the General Counsel website, www.generalcounsel.wayne.edu/.  The report can be downloaded from any of these three sites, and it provides an overview of Wayne State's public safety resources, policies and procedures.  This report also provides information on how you can prevent crime and increase your safety and security on campus. Please take a few moments to read it carefully.
[USE IF NEW EMPLOYEE OR IF THERE HAS BEEN A BREAK IN SERVICE AND EMPLOYEE IS RETURNING 
TO THE UNIVERSITY]
Federal law requires that you provide evidence of identity and employment authorization.  Your employment authorization must be done by completing an I-9 online at http://www.newi9.com/  before your first day of service with the University.  You must also bring original documentation that establishes your identity and employment eligibility with you on your first day of service.  Please be aware that the University will be unable to pay you for any work you perform prior to your compliance with this federal regulation, and any such work will have been performed as a volunteer.  If you are on a non-immigrant visa and work prior to your official start date the work will be considered to be “unauthorized employment” by the U.S. Citizenship and Immigration Services, which is a violation of status and basis for termination.  If you are not a citizen of the United States or a lawful permanent resident, this appointment is contingent upon your holding and maintaining approved employment authorization by the U.S. Citizenship and Immigration Services.  If you are a non-immigrant alien you need to update this process in the [NAME OF DEPARTMENT] prior to each assignment.  If you are a citizen or permanent resident of the United States and if you have completed the I-9 process at the University within the last three years, you will have already completed this requirement.  

[USE ONLY FOR NON-CITIZENS]
If you are not a citizen or permanent resident of the United States, this assignment is 
contingent upon your holding and maintaining approved employment authorization.  
If you are on a non-immigrant visa and work prior to or beyond approved employment 
authorization, the work will be considered “unauthorized employment” by the Bureau 
of Citizenship and Immigration Services. 

[MUST BE USED IF GRANT FUNDED] 
It must be understood that at least a major portion of your salary is being derived from 
grant/contract funds; that is, your appointment is specifically conditioned on subsidy. 
The continuation of this assignment is entirely dependent upon your satisfactory 
performance and upon the continuation of the subsidy. Should the subsidy be terminated 
or reduced, it must be understood that there is no direct, indirect, or implied commitment 
by the Principal Investigator, the Department, the School, or Wayne State University to 
continue your employment (salary and fringe benefits) beyond the cessation of, or 
reduction in, the subsidy. Appointments conditioned on subsidy carry no implication of 
continuing tenure.
[MUST BE INCLUDED IN ALL APPOINTMENTS]
The personnel policies that apply to your classification are covered in the Wayne State University Personnel Manual for All Non-Represented Employees (Non-Rep Manual).  The current Non-Rep Manual is available on-line at http://www.hr.wayne.edu/avp/pdfs/nrmanual.pdf.  The manual is updated as required from time to time, with the current version always being available on-line.

The position carries a substantial and valuable body of fringe benefits.

 [USE FOR 9-MONTH EMPLOYEES]
Your salary is based on a University year (9-month) appointment.  Appointments on the 
University year schedule do not accrue vacation.  Employees on 9-month appointments 
are eligible for scheduled holidays and seasonal closures observed by the University.

[USE FOR RESEARCH ASSISTANTS WHO HAVE NOT YET COMPLETED BACHELOR’S DEGREE AT 
TIME OF OFFER; MUST BE COMPLETED BEFORE EFFECTIVE DATE OF ASSIGNMENT]:

In the event you have not yet completed the Bachelor’s Degree, this offer is contingent 
upon your completing the requirements for that degree (and providing substantiating 
evidence thereof) prior to the effective date of this appointment.  If such requirements are 
not satisfied by that date, this offer shall be null and void.

[USE FOR RESEARCH ASSOCIATE IF THEY HAVE NOT YET COMPLETED PH.D]
In the event you have not completed the Doctoral Degree requirements by the effective 
date of this appointment, your initial classification will be that of Research Assistant.  
Then, upon your receiving that degree (and providing substantiating evidence thereof), 

we will recommend reclassification to Research Associate without any other changes in 
the terms of this offer.

In anticipation of your affirmative response, we are enclosing certain personnel forms 
(Employee Data form, Insurance forms, tax cards etc…) which should be completed 
and returned with your acceptance.  This will facilitate the timely processing of your 
appointment and related benefits.  Also, if you have not already provided one, we 
will need an official copy of the academic transcript which reflects our highest earned 
degree; that copy should be mailed directly to us by the institution which conferred the degree.

If, as we hope, you find this offer to be satisfactory, would you please indicate your 
acceptance by signing, dating, and returning the original and one copy (enclosed) 
of this letter.  A second copy is enclosed for your file.  An offer for which a signed 
acceptance is not received within _________ days of the date tendered is rescinded 
and becomes null and void. 

We look forward to your favorable response which should be returned to __________

Together with the enclosed employment and benefits documents; an enclosed 
stamped envelope has been provided for your convenience.

Sincerely yours,

​​​​​____________________________




____________________

Name, Principal Investigator




Name, Chair

______________

Name, Dean

I accept the terms and conditions for this offer, and I acknowledge that I have been provided with on-line access to the Wayne State University Personnel Manual for all Non-Represented Employees, available at http://www.hr.wayne.edu/avp/pdfs/nrmanual.pdf, and encouraged regularly to review that document carefully.
______________________
Candidate’s signature
Cc. Office of International Services

     (In all cases of employment offers to non-immigrant aliens)

