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Dear XXXX: 
I am pleased to offer you the Research Associate position in my laboratory within the Department of Biochemistry & Molecular Biology at Michigan State University effective from MM/DD/YY through MM/DD/YY . The initial salary for this position is $XX,XXX per annum and is renewable annually based on progress in the lab and available funding. In addition to your salary, you will receive the full health and benefits package as detailed at the MSU Human Resources website http://www.hr.msu.edu/benefits/index.htm.
A paragraph about what they will be doing. 
I am required to inform you that a criminal background check is a prerequisite for all faculty and academic staff at MSU. This offer of appointment is contingent on satisfactory criminal background check results, including degree verification. 
I look forward to hearing from you soon! If you have any questions or concerns, please let me know. 
Sincerely, 
