SAMPLE LETTER - RESEARCH ASSOCIATE-CONTINUING (REV 7/8/2022)
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 associate 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. 
You are eligible for two types of absence with pay: 

1. Absence with pay (personal): Hours when a postdoc may be absent from their training for personal purposes, and still receive their stipend or salary. The amount of leave granted for full-time postdocs is 176 hours per fiscal year (July 1-June 30). 

2. Absence with pay (medical): Hours a postdoc may be absent from their training due to personal and immediate family medical reasons, or for the birth or adoption of their child, and still receive their stipend or salary. The amount of leave granted for full-time postdocs is 96 hours per fiscal year (July 1-June 30). 

Postdocs in appointments less than full-time are granted amounts based on their percentage of appointment. For postdocs who begin their appointments during the year, absence with pay is prorated based on the start date of the appointment. You can view your absence with pay balances in your MyUW Portal. 

You are also eligible for the same nine legal holidays as are provided to employees. 

Important: Postdocs who change FTE (full time equivalent) may be required to refund any absence with pay or legal holidays used in excess of the prorated amount to which they are eligible. Postdocs who terminate their appointment before the end of the fiscal year may be required to refund any absence with pay or legal holidays used in excess of the prorated amount to which they are eligible. 

Full details are provided in UW–Madison policy UW-5088 Postdoc Absence with Pay & Legal Holidays.


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

There will be no other 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


