FACULTY LETTERHEAD




DATE

ADDRESS
ADDRESS
ADDRESS

Dear NAME,

I am pleased to offer you an unpaid appointment as an Undergraduate Research Intern in the LAB NAME in the Department of Psychology at Harvard University from START DATE through END DATE.

IF PAID BY STIPEND (non-sponsored or REU only), remove “unpaid” from first sentence and add: I am pleased to offer you a stipend totaling $AMOUNT, which will be paid to you in monthly installments on the last business day of the month for the duration of your appointment.

This appointment serves to provide access to Harvard resources for your work conducted in collaboration with my lab. As a member of our community, we are pleased to offer you access to library and computer facilities.

Unfortunately, this appointment is not benefits-eligible, and you will not be enrolled as a Harvard student. We expect that your participation will be remote, as we do not have space to allocate for your use. If you reside in Massachusetts, you will be responsible for providing your own health insurance, which is required by the state.

For information on other FAS and University policies pertaining to your appointment, please see the FAS Appointment and Promotion Handbook.

Information about Harvard’s many cultural and intellectual resources can be found at http://news.harvard.edu/gazette/harvard-events. 

I am enthusiastic about having you as a researcher with the lab. If you have any questions about your appointment, please contact our Administrative Coordinator, Joan Smeltzer, at smeltzer@wjh.harvard.edu


Sincerely,


FACULTY NAME
FACULTY TITLE


CC:	Meredith Haverty, Coordinator of Academic Affairs
	Joan Smeltzer, Administrative Coordinator


33 Kirkland Street | William James Hall | Cambridge, MA 02138 | 617-495-3800
https://psychology.fas.harvard.edu
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