POSTDOCTORAL APPOINTMENT GUIDE FOR ADMINISTRATORS

Administrators should familiarize themselves with the Postdoctoral Policy document (herein
called “the Policy”) found here: http://www.rochester.edu/college/postdoc.

This appointment guide for administrators contains the process by which a department should
use to appoint or renew a postdoc appointment.

Offer Letters

Administrators should work with faculty to create offer letters to potential postdocs that follow

the guidelines outlined in the Policy (sample letter templates are provided within the policy and
in the dual appointment process description). The offer letter MUST include the points noted in
the template letters. The text of the template should be copied into the department/supervisor’s

letterhead and edited before finalizing.

Stipend Policy

Postdoc stipends must meet the requirements stated in the appointment policy.

If the postdoctoral associate is coming with his or her own funding, this funding must meet the
required salary level or it will need to be supplemented by the advisor or department so that the
postdoctoral associate’s total funding meets this minimum threshold. In this case, the postdoc
will have multiple appointments, and the benefits will follow whichever is the majority (over
50%) appointment. See the process for the “Appointing Postdocs with Dual Appointments” for
more information on logistics for appointing postdocs to multiple appointments and a specific
temp
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Health Insurance Enrollment — Garnett Powers & Associates:
After a postdoc’s appointment is in HRMS, Garnett Powers & Associates (GPA) is notified the

following Wednesday via an automatic feed. GPA will send an email to the postdoc notifying
them of the ability to enroll. Postdocs may review the health insurance plans and premiums at

the Garnett Powers Website:

AS&E Postdoctoral Administrator Appointment Guide


http://clients.garnett-powers.com/rochester/
mailto:UniversityServices.GBS.Urpd@ajg.com
/orpa/proposals/fringe/
https://urldefense.proofpoint.com/v2/url?u=https-3A__clients.garnett-2Dpowers.com_pd_rochester_downloads_2019Rates.pdf&d=DwMGaQ&c=kbmfwr1Yojg42sGEpaQh5ofMHBeTl9EI2eaqQZhHbOU&r=cO4d4QBWzPk3CIxClU0Z1pfldShmBgupu2P1zzunRd8&m=B_6vjmBdVDsuqYNTWsyY-NwV6ubrSYyjmFCwZz_JqPA&s=R3whuhoW418-N3O8YijXXrl39WL85bKF0ilSaaliooM&e=

