Template for addendum to letter of offer 
for changes to appointments 

of Postdoctoral Fellows/Trainees in job code 1438
Revised 11/2010
[this must be printed on dept letterhead]

Date

Postdoc Name

Address

Dear Dr. Name:

I am pleased to continue your appointment as a Postdoctoral Fellow/Trainee in the School of _________, Department of _________, (and where appropriate: Division of _____, name of program, institute, center), at the University of Colorado Denver.  This is an addendum to your offer letter of date, year [use original offer letter or the most current addendum]. 
[insert paragraph/statement describing situation of change – examples follow, but wording must appropriately fit]
Having completed one/your second year in postdoctoral research training, and having received a satisfactory performance evaluation, there is a revision in your status as a researcher from level one to level two which makes you eligible for an anniversary merit salary increase.   
OR The delay in receipt of your completed background check/proof of degree/visa documents/etc. requires a change of start date.
OR Due to increased responsibilities in your position as outlined in the revised attached job description, which now includes supervisory duties/lab management/becoming a PI on your own grant/etc. , your salary support is being increased accordingly.   
OR  Because there has been a decrease in the available funding support for your appointment, it is necessary to adjust the percent time of your appointment.

Therefore the following change is/changes are being made to your appointment:
Change of Start Date:  from 

___   to 




Salary Increase/Adjustment:  from $_____

 to $



Change in Percentage of Time: from 


 to 




Other:  Fill in.
This change is/These changes are effective as of this date  


 .
All other terms and conditions of the letter of offer remain unchanged.  
Please indicate your willingness to accept this/these change[s] by signing below and returning this addendum to administrator name, location, by date/year.
___________________________________


___________________

Print Supervisor’s Name & Title



Date

Concurred by:

___________________________________


___________________

Chair’s/Dean’s name, title 




Date

[add other signature lines as appropriate for the unit]

Approved:









__________________
Barry D. Shur, Ph.D. 





Date
Dean of the Graduate School
I accept this change/these changes to my letter of offer.

________________________________________

___________________

Signature of Employee




Date

