Personal and Confidential
[Date]
[Name]
[Address]

[Address]
Dear [Name]:
It is with great pleasure that I write to offer you the position of [Title] within the [Unit].   As we have agreed, your appointment to this position will begin on [Date].   At that time, your annual salary will be $xx,xxx. Thereafter you will be eligible for annual increases beginning July 1 of each year based upon evaluation of your performance and university compensation guidelines.   Please note that this offer is contingent upon a successful outcome to a mandatory background audit required by Duke University [as well as your receipt of appropriate visa status]. 
In accordance with the School of Medicine Influenza Vaccination Policy, an annual vaccination against influenza, or policy compliance through a granted medical or religious exemption is required.  This is considered a condition of employment and must be completed within 14 days of your start date.  

. The School of Medicine (SOM) requires all faculty and staff, regardless of work location, be fully vaccinated against COVID-19 as a condition of employment, or receive a medical or religious exemption. Newly-hired Duke employees will be required, at a minimum, to have received a single dose of a World Health Organization (WHO) approved COVID-19 vaccination or a Duke-approved medical or religious exemption prior to their start of work date. Employees receiving mRNA COVID-19 vaccines will be expected to complete the initial series within 30 days from their initial dose. The booster is required by Feb. 15, 2022 at 10 a.m. or within 28 days of eligibility under CDC and state guidelines, whichever date is later. Employees with a Duke-approved medical or religious exemption must participate in weekly surveillance testing until fully vaccinated. Additional information can be found at https://covidvaccine.duke.edu/. 

 [You will be eligible for all standard university benefits programs.  To provide you with general information about these programs, I give you the URL for the Benefits summary page:  http://www.hr.duke.edu/benefits/index.php.]
As [title], you will report to [Supervisor’s Name].   Your responsibilities are as previously discussed and are outlined in the attached job description.  Please be aware that a 90-day orientation and evaluation period accompanies your hire into the department as a policy of Duke University and commences with your first day of work.  
Please be aware that specific trainings are required within your first twelve months to eighteen months of employment related to research administration positions. Requirements are found on the RACI (Research Administration Continuous Improvement) website: 


https://hr.duke.edu/training/programs/ra-career-management

I am confident you will find the environment here a good match for your career goals and objectives.  Your skills, enthusiasm and experience will be an asset to the [Unit] as we strive to meet the challenges ahead.     We are pleased that you are joining the team, and we are looking forward to working with you.  If you have any questions in the interim, please feel free to contact me.  If you agree to the terms of this offer, please indicate your agreement by signing in the space provided below and returning one copy of the original to me for our official records.   
Sincerely,
[Name]







[Title]
Attachment – Job description





xc: 
 Dept HR Director/Manager
I accept the terms of this offer.

_______________________________________________
________________

[Name] 
[Date]
