APPENDIX M

SAMPLE PVARF COMMITTAL LETTER

November 21, 2006
Sally Special

123 Grove Avenue

Portland, Oregon

Dear Sally,

Congratulations on your selection as a Research Assistant at the Portland VA Research Foundation.  Your employment will become effective on December 6, 2006.  This full time position is forty (40) hours per week with an annual salary of $21,000. 

The benefits of this position include health care and dental insurance, a retirement package and paid sick leave and vacation leave (annual leave) which accrue at the rate of four (4) hours per each two (2) week pay period.  You will receive eight hours of holiday pay for the ten federal holidays:  New Years Day, ML King Day, Presidents Day, Memorial Day, 4th of July, Labor Day, Columbus Day, Veterans Day, Thanksgiving Day, and Christmas Day.

You will receive a job description and orientation guide that describes your duties and responsibilities.  Your immediate supervisor will confer with you on a regular basis to discuss your level of achievement and make constructive recommendations for projects and priorities.  If you have any questions or concerns about your assignments, please do not hesitate to contact me or your supervisor for assistance.  We look forward to working with you!

Principal Investigator
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