SAMPLE LETTER - RESEARCH ASSOCIATE-CONTINUING (REV 3/16/2015)
DATE
NAME
ADDRESS
CITY, STATE ZIP

Dear FIRST NAME:

On behalf of the College of Engineering/DEPARTMENT NAME at the University of Wisconsin-Madison I am pleased to continue your employee-in-training appointment as a research intern at PERCENTAGE% and your current full time annual rate of $RATE.  I anticipate that the appointment will continue at least through END DATE, contingent upon your continued training progress, funding availability, program needs, and satisfactory performance. 


All others terms and conditions of your previous offer remain the same.

There will be no changes to your benefit programs.  Please contact PAYROLL COORDINATOR NAME, at LOCATION, if you have payroll or benefits questions.


UW-Madison prohibits discrimination against applicants, employees, students and visitors to campus who wish to participate in University programs or activities.   Information about relevant law, policies, resources, complaint procedures and protected bases, including how to contact the Title IX and Americans with Disabilities Act Coordinators and on nondiscrimination on the basis of sex in federally assisted programs is available at: https://compliance.wisc.edu/eo-complaint/.

You are required by State of Wisconsin Executive Order #54 (EO 54) and campus policy to immediately report child abuse or neglect to Child Protective Services (CPS) or law enforcement if, in the course of employment activities, you observe an incident or threat of child abuse or neglect, or learn of an incident or threat of child abuse or neglect, and you have reasonable cause to believe that child abuse or neglect has occurred or will occur.  For more information, please see the UW-Madison Office of Equity and Diversity website: http://www.oed.wisc.edu/childabuse/.


I look forward to continuing our mutually rewarding working relationship. If you have any questions or concerns about your appointment with me, please do not hesitate to contact me.


Sincerely,

PROFESSOR NAME


