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YOUR UNIT LETTERHEAD
Sample Renewal Letter for Postdoctoral Research Scholar

<<Date>>
<<Name>>
Arizona State University
<<Department>>
Mail code: <<insert>>
Dear Dr. <<Name>>:
On behalf of the <<unit name>> and, we are pleased to offer you a <<full-time/part-time>>, <<non-benefits-eligible/benefits-eligible>>(x.xxFTE), one-year reappointment as Postdoctoral Research  Scholar at a salary of $xx,xxx for the <<fiscal/academic>> year 20xx beginning <<Month XX, 20xx through Month XX, 20xx
>>.  Appointments may be renewed on a year-to-year basis for not more than four years after the initial appointment. This is your <<second/third/fourth>> annual appointment in this position. Annual renewal of this appointment is contingent on continued satisfactory performance, the availability of funding and the needs of the University. In this position you will be responsible to the <<Chair/Director>> of the <<unit name>>.
This appointment is dependent for continuation upon funding from a specific source other than general operating funds (see ABOR 6-310-C.3) and may terminate prior to the end of the designated appointment period with a 30-day notification of termination of the appointment due to loss of funding.

Additional specific terms of your offer include the following:
· Your duties and responsibilities will be determined by the <<Chair/Director>> of the <<unit name>> or a day-to-day supervisor assigned at <<Chair’s/Director’s>> discretion.
· Since there will be no break in service from your prior position with ASU, your benefits, retirement contributions and accrued leave hours will continue uninterrupted.

By accepting this appointment, you agree to comply with the rules and regulations of Arizona State University and the Arizona Board of Regents relating to your appointment, including the Conditions of Postdoctoral Scholar Service (ABOR 6-310) which sets the conditions of this appointment, the Arizona Board of Regents Intellectual Property Policy (ABOR 6-908), and all applicable Arizona State University policies and procedures including those in the ASU Academic Affairs Policies and Procedures Manual (commonly known as the ACD Manual).  These documents are available online at https://public.azregents.edu/-Policy%20Manual/Forms/Grouped.aspx and http://www.asu.edu/aad/manuals/acd/, respectively.  In addition, upon your acceptance of this appointment, you hereby assign to the Arizona Board of Regents for and on behalf of Arizona State University, all right, title, and interest in and to intellectual property created or invented by you in which the Arizona Board of Regents claims an ownership interest under its Intellectual Property Policy. 

Upon recommendation of the <<unit name>>, this offer will remain open until <<deadline – usually two weeks from date of letter>>. If you accept this offer, please sign and date this letter and return the original to <<unit designee and location>> by the date specified above. We hope you will accept our offer.

Sincerely,

<<Chair/Director>>



<<unit name>>
Accepted: 
 














<<Candidate name>>, Ph.D.




Date
�





If making an FY appointment, contract dates are July 1 through June 30. Appointment can start late or end early. If starting after July 1, you should add the following sentence:





“The fiscal year is July 1 through June 30. As your appointment begins on <DATE XX>, your fiscal year salary will be prorated between <DATE XX> and June 30, 20XX.”





OR





“The fiscal year is July 1 through June 30. As your appointment ends on <DATE XX>, your fiscal year salary will be prorated between July 1, 20XX and  <DATE XX> .”








If making an AY appointment, contract dates are August 16 through May 15. Appointment can start late or end early, but may not start between May 16 and August 15. If starting after August 16, you should add the following sentence:





“The academic year is August 16 through May 15. As your appointment begins on <DATE XX>, your fiscal year salary will be prorated between <DATE XX> and May 15, 20XX.”





OR 





“The academic year is August 16 through May 15 As your appointment ends on <DATE XX>, your fiscal year salary will be prorated between August 15, 20XX and  <DATE XX> .”
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