Research Staff Offer Letter Template (Postdocs and Research Scientists)
Date
Name
Street
City, State Zip
Email
Dear Dr. Name,
On behalf of the University of North Texas, it is my pleasure to offer you the position of XX in the Department of name in the College of name at the University of North Texas.  UNT is very excited about you joining the team beginning XX. Your 12-month rate of pay for this position is $XX,XXX.XX, which will be paid at a monthly amount of $X,XXX.XX on the first business day of each month, and is subject to withholdings as may be required by applicable federal and state laws. In increases in salary will be in accordance with the compensation policies of the UNT.
Our current grants/external funding provide funding for your position until date. In the event additional funding is not obtained, your position terminates automatically. Your efforts are expected to help obtain continued funding for your project position.
HR Benefits

Add if applicable if total FTE is .5 or greater:

In addition to your annual salary, UNT offers a substantial benefits package. Along with retirement and insurance benefits, UNT offers paid holidays, sick leave; and medical, dental, disability and life insurance, including coverage of eligible dependents on some benefits such as health and dental. You are required to contribute to a retirement account each month, which will be withheld from your paycheck automatically. 

Health insurance coverage by the University of North Texas requires a 60-day waiting period from your hire date unless you are transferring from another State of Texas higher education institution or agency with no break in service (of even one day).  Health insurance coverage will be effective the first day of the calendar month following completion of the 60-day waiting period.  If you are transferring directly from a benefits-eligible position with another State of Texas agency, please contact hrbenefits@untsystem.edu to initiate the process of continuing your insurance coverage at UNT without the 60-day waiting period.  
Please note, prior to your start date you will receive an e-mail from the Provost Office | Academic Resources regarding the University’s electronic onboarding process.  To complete the electronic onboarding process, you will provide information relating to work eligibility, tax withholding, personal contact information, benefits, and other related new hire processes.  

Onboarding Requirements
This appointment is contingent upon your receipt of proper authorizations to work in the United States as documented on the Form I-9. You are responsible for providing the university verification that you are eligible to work in the U.S. no later than August XX, 20XX (or earlier if faculty are expected to report to UNT before this date). You will not be permitted to begin working without proper authorization.  Should you become ineligible or unavailable to continue your faculty appointment at any time because of your immigration status, your employment is subject to immediate termination in accordance with federal immigration laws and university policy. 
 
Employment at UNT also is contingent upon a satisfactory criminal history check, which must be completed prior to your first day of employment.  If the criminal history check returns an adverse report, you will be notified, and this offer may be withdrawn.   
You are required to attend New Hire Orientation, which is conducted in two sessions. Human Resources conducts campus New Hire Orientation on the 2nd and 4th Tuesday of the month at 8:00 AM in person at the Support and Services Building (SSB), room 102. The session introduces important campus information including payroll information. HR Benefits conducts New Hire Benefits Orientation every Tuesday from 10:00 AM – 11:30 AM online or in person at the BSC (Woodhill Square building 4, 1112 Dallas Dr). Participation in benefits programs is impacted by stringent enrollment deadlines for new hires; therefore, attending the benefits orientation at the earliest convenient time is advantageous.

If you have any questions or concerns pertaining to this document, feel free to contact me at phone number and email address. Otherwise, please indicate your acceptance of this offer by returning a signed copy of this offer letter by Date to academic.resources@unt.edu. 
Welcome to UNT!

Sincerely,

Name
Rank
Department of ___________
I accept the offer as described in this letter and authorize the University to conduct a criminal history check.

Signature____________________________________________ Date_____________________

Name (printed) _______________________________________

Required for criminal history check:

Please list below all countries in which you have lived during the past seven years for criminal history check purposes (i.e. United States, China, England, etc.).
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