SAMPLE EXTENSION EMPLOYMENT LETTER (to H-1Bs)

 (NOTE: The Department Head must sign Extensions of Employment) 

Dear Dr. ___________: 

I am writing to offer you a continuation of your employment in the position of _________at the Department of ____________. __________________________.(if applicable, please specify if this is a joint appointment as per System Reg. 33.99.06 and/or if the work will be performed at an academic department)  Your responsibilities will continue to include ______(describe in detail the job duties)________.  As in the past, your participation in (for example: teaching, analyzing data as part of writing scientific papers and preparing scientific presentations, including grants) will be very important. 
This employment extension is expected to continue through _______________ at the annual salary of $_________. (if not employed full time, please enter the percentage of FTE and the monthly salary earned).  However, this offer is not a guarantee of employment for any specified length of time by either party.  As before, your continued employment is “at-will,” and is contingent upon obtaining or holding the required worked authorization to allow you to work in the United States on a full-time basis, continued satisfactory job performance and (optional) availability of funds from research grant ___ (state grant reference)____.

Please sign this letter indicating your acceptance of the terms and conditions of this offer and return.

Should you have any questions regarding the foregoing, feel free to contact me. 
Sincerely, 
Dept Head. 

I accept the terms and conditions of this offer. 

______________________________________________

(Insert Name of Selected Applicant here)

(Insert Date)

