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[bookmark: _Hlk91590526]	Electronic Mail
May 21, 2026	

Name
Address
City, State Zip

RE: Post-Doctoral Research/Teaching Associate Appointment

Dear Dr. Last Name:

On behalf of the Hiring Unit and the College, we are pleased to offer you an appointment with Washington State University (WSU). The terms of the offer are as follows:

Title | Title Code:	Post-Doctoral Research/Teaching Associate | 306-YY	Comment by Roberts, Angela A.: YY = OT Eligible and BU Eligible
NY = Not OT Eligible and BU Eligible

Covered Positions Title Codes
306 = Postdoctoral Research Associate
257 = Postdoctoral Teaching Associate
Postdoctoral Fellow
		
Position Number:	

Hiring Unit:   	

Location:	This position is housed on the NAME campus of WSU.

Appointment:	The appointment is for 12 months.	Comment by Roberts, Angela A.: If appointment is less than 1 year, please consult HR and Labor Relations.

9 months should be entered for a Teaching Associate.

Supervisor:	

Department Chair(s):

Overtime 
Eligibility:         	Overtime Eligible. This position is eligible for overtime. You are to track hours worked and time off or leave taken by completing and certifying your time via Workday.	Comment by Roberts, Angela A.: Please select the applicable eligibility and remove the one not selected.

Ineligible for Overtime. This position is ineligible for overtime. You are to document leave activity by completing and certifying time off and leave requests via Workday.

FTE:	100% Full-time equivalency

Salary:	$x,xxx.xx per month

Relocation Funding:	 The University will provide relocation compensation in the gross/net amount of $x,xxx.xx in accordance with University policy.	Comment by Roberts, Angela A.: Select gross or net and remove the one not selected.

	In accordance with University Policies and Procedures Manual (UPPM) 55.62, if you terminate your employment or cause termination with WSU for reasons other than layoff, disability separation, or other good cause within the first term of your appointment (##-month term) / one year from the date of employment, you will be responsible for repaying the University the full amount of your relocation compensation.

Funding Source:	Insert grant name/funding agency/gift account name

	This offer is conditioned on availability of funding, as determined by the Dean of the college. If funding is not available, you will be notified no later than [date prior to start of appointment].

Union 
Representation: 	This position is represented exclusively by Postdocs United/United Automobile, Aerospace and Agricultural Implement Workers of America (UAW) under the Collective Bargaining Agreement (CBA). Information regarding the Union and the CBA is available on the WSU Labor Relations website.


Personnel Files: 	WSU maintains an individual personnel file for each Postdoctoral Employee and the file may be accessed in accordance with CBA, Article 21 and the applicable University procedures.

Duties:	Brief Description of anticipated research projects(s) or teaching assignment, and a brief summary of the general nature of required duties

Effective Dates:	The appointment is effective [Date through Date]. In accordance with CBA, Article 13.2 this appointment will end on the date specified unless positive action is taken to renew your appointment. Subsequent renewals are subject to satisfactory performance, mutual consent, and available funding. Accumulated annual leave must be used prior to the termination date.

WSU employs only U.S. citizens and lawfully authorized non-U.S. citizens. All new employees must provide identity and employment eligibility verifications as required by the U.S. Citizenship and Immigration Service to comply with the Immigration Reform and Control Act. See the enclosed List of Acceptable Documents. You will need to complete Form I-9 no later than the first day of employment and provide acceptable documents no later than the third business day of employment.  	Comment by Farmerie, Tehra Marie: List of Acceptable Documents may be found on the HRS website please print and attach to letter.

The Office of International Programs Scholar Services is the main point of contact for any questions related to work visa sponsorship and work visa options at WSU. Questions regarding visa sponsorship can be directed to IP via email at ip.intlservices@wsu.edu or 509-335-4508.

For postdoctoral employees represented under the CBA, terms and conditions of employment are governed by the CBA. University policies, including the Faculty Manual, may also apply where consistent with the CBA and where specifically applicable to postdoctoral appointments. Questions regarding appointment, discipline, grievance procedures, and other employment matters should be resolved in accordance with the CBA and applicable University policies. The Faculty Manual is available on the Faculty Senate website.

[bookmark: _Hlk131677992]Intellectual property rights and obligations for postdoctoral employees are governed by Article 18 of the CBA, which incorporates Washington State University Intellectual Property Policy (UPPM 35.55), in its entirety. Under that policy, certain intellectual property developed within the scope of employment, developed with substantial use of University facilities or resources, or developed pursuant to sponsored research or other third-party funding agreements may be determined to be the property of the University. By accepting this appointment, you acknowledge and agree to comply with Article 18 of the CBA and UPPM 35.55, including, where applicable, executing assignments, waivers, and other documents necessary to effectuate rights and ownership as determined under that policy. Questions concerning inventorship or ownership, and any appeals related to those determinations, shall be addressed through the procedures set forth in UPPM 35.55, as incorporated into the CBA.

You are expected to complete required trainings within established deadlines. Information about WSU-Required Training can be found on the Human Resource Services Learning and Organizational Development website and required courses will be assigned to you in Percipio. Questions regarding training requirements may be directed to your supervisor or hrstraining@wsu.edu. Pursuant to RCW 28B.112.080, you were required to complete a sexual misconduct declaration.  Failure to provide complete and accurate information may affect final employment, up to and including withdrawal of offer of employment.

In accordance with the CBA, you may elect to develop an Individual Development Plan (IDP), and certain funding agencies may require one. An IDP is intended to support your research, professional development, and career goals. If an IDP is developed, you and your supervisor will determine an appropriate schedule for its implementation and periodic review.

Human Resource Services (HRS) offers online New Employee Orientation and Employee Retirement Orientation sessions for new faculty members. Once your hire has been fully processed in Workday, you will have access to Percipio, WSU’s Learning Management System.  You are encouraged to attend campus specific orientation; registration for campus specific orientation can be found in the New Employee Channel in Percipio once your access is granted. Once you have logged in, you will be able to access the New Employee Channel where WSU System New Employee Orientation, Benefits Orientation and Employee Retirement Orientation reside.

Benefit eligible positions have 31 days to elect medical benefits and 30 days to elect retirement; you will receive a notice in your Workday inbox to make your elections. If you have not received the notice within your first week, or you have questions about your benefits package, please contact HRS Benefits at 509-335-4521 or visit the Benefits website for more information.

WSU is committed to providing equal and non-discriminatory opportunity in education, employment, and in all aspects of university activities. WSU collects employee demographic information on a voluntary basis to ensure nondiscriminatory practices, to assess program effectiveness, for research, and to assess for recruitment and retention efforts. Your response to the voluntary WSU Employee Demographic Information Survey within Workday assists in these efforts. Visit the WSU Compliance and Civil Rights website for more information, including the Employer Non-Discrimination Notice. You will be given the opportunity to provide demographic data when performing Onboarding tasks within Workday.

If you have questions regarding this appointment, please contact [Name], [Title], at [phone number] or [e-mail address].

Please return a signed copy of this letter indicating if you accept or decline this offer of appointment to the [Name, Title, Mailing and/or e-mail Address]. We need your original acceptance to place in the permanent university records and to approve your name for the university payroll. A reply is requested at your earliest convenience, but no later than [Date]. Please retain a copy of the letter for your records. 

Once the offer is accepted, [Name] will be contacting you via phone to obtain personal identifying information in order to complete the hire process.

The faculty of the Department/School and the College are delighted that you have chosen to pursue your career at Washington State University.

Sincerely,



Name, Chair/Director	Appointing Authority Name, Title	Comment by Wilson, Zami: Add PI / Supervisor to signatures	Comment by Zami Wilson: [A list of appointing authorities can be found at hrs.wsu.edu/appointing-authority]

Department/School Name			College of Name




Campus Appointing Authority Name, Title	Comment by Zami Wilson: If applicable, Campus or other location
Name of Campus



Encl:	U.S. Citizenship and Immigration Services required documentation	Comment by Farmerie, Tehra Marie: All HRS enclosures are found on the HRS website please print and attach to offer letter
	Important Benefit Information


cc:	Appropriate College/Department representative(s) and
HRS Personnel File
HRS Employment Services Unit 



I, [Name]

          	Accept		          	Decline  


				                               		            	      
Name							Date





