Sample Research Intern Appointment Letter

<Date>

<Name>
<Address>

[bookmark: Text4]Dear <Name>: 
[bookmark: _GoBack]
[bookmark: Text5][bookmark: Text6][bookmark: Text7][bookmark: Text8][bookmark: Text9]It is my pleasure to offer you an employee-in-training appointment as a research intern in the Department of <Department Name> at the University of Wisconsin-Madison.  This appointment will begin on <date> at <appointment percent> percent time with a salary of <dollar amount>.  I anticipate that the appointment will continue at least through <date>, contingent upon your training progress, funding availability, program needs and satisfactory performance.

[bookmark: Text10][bookmark: Text11]You will be collaborating with <Name of supervisor> working on <project description>.

[bookmark: Text12]This position includes the fringe benefits described in the Benefits Summary found at http://www.uwsa.edu/hr/benefits/gradben.pdf.  Staff benefits information and enrollment forms available to you are described on the following website: http://benefits.wisc.edu.  Please see <Name> in the department office as soon as possible to discuss your benefit options.  For some programs, applications must be submitted within 30 days of your appointment begin date.  Failure to take these steps could result in the loss of important benefits.  Your research intern support is, in the most cases, subject to income taxes (see http://grad.wisc.edu/admin/hr/samples/ratax.html).

First, your offer of employment is contingent upon verification of the appropriate identity and employment eligibility documentation on the Form I-9, as required by the Immigration Reform and Control Act of 1986. For information on the Form I-9 and the list of acceptable documents, please see the Forms section of the U.S. Citizenship and Immigration Service website: http://www.uscis.gov/portal/site/uscis. If you accept this offer of employment, you will receive an email from your hiring department with a link to UW-Madison’s electronic I-9 system and login instructions, which is run by the company GIS/Compli-9. Section 1 of the electronic Form I-9 must be completed by the employee on or before the first day of employment. The system will provide the list of acceptable documents and detailed instructions on how to complete the electronic Form I-9. The list of documents is also attached to this letter for your easy reference. The required documents must be presented to your employing department, in person, within three days of your employment start date. If you do not have the necessary documents, you must present a receipt from a U.S. government agency for replacement document(s) within the three day limit, and you must present the required document(s) within 90 days of your employment start date. The law prohibits the University from employing or continuing to employ an individual who has not provided the required documents within the relevant time period.

If you are on a nonimmigrant visa and are subsequently offered a fellowship or award, you must consult with the International Faculty and Staff Services (IFSS) office (265-4000) before accepting the fellowship or award.  Accepting a fellowship or award may very well require changes in your immigration status that take time, so the earlier you contact IFSS, the better.  Individuals in H-1B status may not be classified as postdoctoral fellows/trainees.

[bookmark: Text15]I look forward to working with you.  Please do not hesitate to call me if you have any questions about your appointment.  If you are unable to access the websites indicated in this letter please contact <department administrator> for a hard copy of these materials.

Sincerely,


[bookmark: Text16]Professor <Name>
Enclosures: 
New Employee Benefit Packet
Tax Withholding Statement
I-9 Documentation


