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GRADUATE INTERN/TRAINEE ZERO DOLLAR OFFER LETTER – TEMPLATE

Note: Zero-Dollar Graduate Interns/Trainees must receive an appointment letter for each new appointment period. Please email the draft letter to your L&S HR contact for approval before issuing the letter. 
Template last updated 2/24/2025.	

[DATE]
[NAME]
[ADDRESS BLOCK]	

[bookmark: _Hlk182744510]Dear [NAME]:
On behalf of the College of Letters & Science at the University of Wisconsin-Madison, I am pleased to [OFFER YOU/CONFIRM YOUR] Zero-Dollar appointment as Graduate [INTERN/TRAINEE] in the [DEPARTMENT NAME] effective [START DATE].

This internship fulfills specifically stated requirements for your [MASTER’S DEGREE OR PH.D.]. As such, you are concurrently enrolled at [UNIVERSITY]. During this time, you will be collaborating with [NAME OF PROFESSOR/SUEPERVISOR] training on [PROJECT DESCRIPTION]. 

I anticipate that the appointment will continue at least through [END DATE], contingent upon your meeting the terms of the appointment that have been provided directly to you by [SOURCE OF INTERNSHIP/TRAINEESHIP]. This appointment entails no financial support from the University of Wisconsin. The source of your support is [NAME OF SPONSOR] which will be paid directly to you.

This is a non-service [INTERN/TRAINEE] award. Payments are to support the individual’s studies or research. The individual receiving this award is not required to perform any services in exchange for the award. Accepting this award may affect eligibility for need-based financial aid through the Office of Student Financial Aid.

[[Include this paragraph if on J-1 visa:
Please note: Applications for individuals seeking J-1 immigration status sponsored by the University may be subject to additional screening activities to ensure compliance with the federal export control regulations. If you have questions about export control regulations, please contact the University’s Export Control office. ]]
[bookmark: _Hlk182573179]
UW-Madison recommends that all graduate students and postdoctoral researchers utilize Individual Development Plans to set academic and career goals and facilitate conversations with their mentor(s). Beginning October 1, 2014, all graduate students and postdoctoral researchers supported by NIH funding are required to have an Individual Development Plan (IDP). Visit the Graduate School's IDP website https://grad.wisc.edu/pd/idp for templates, advice and supporting resources.

Please refer to the Letter of Offer Attachment for additional terms of employment and information of which you need to be aware. By beginning your appointment/employment at the University, you agree to be bound by the terms of employment contained in this Letter and the Letter of Offer Attachment. 

Compliance Obligations and Reporting Responsibilities:
UW-Madison prohibits discrimination against applicants, employees, students and visitors to campus who wish to participate in University programs or activities. Information about relevant law, policies, resources and complaint procedures and protected bases is available at: https://compliance.wisc.edu/eo-complaint/.

Wisconsin Executive Order #54 (EO 54) requires the reporting of child abuse or neglect. You are required by EO 54 and campus policy to immediately report child abuse or neglect to Child Protective Services (CPS) or law enforcement if, in the course of employment, you observe an incident or threat of child abuse or neglect, or learn of an incident or threat of child abuse or neglect, and you have reasonable cause to believe that child abuse or neglect has occurred or will occur. If the abuse or neglect occurred in a university program, on campus, or involved a university employee, volunteer, or agent, you must also notify the Office for Equity and Diversity. EO 54 does not apply to employees whose job requires them to comply with the mandatory reporter requirements in Wis. Stats. s. 48.981.  Employees who learn about child abuse or neglect in a healthcare setting should only report as permitted by HIPAA. For more information, please see the University of Wisconsin-Madison Office of Compliance: https://compliance.wisc.edu.

Chapter 36 of Wisconsin State Statutes requires the reporting of a disclosure from a UW-Madison student that the student has been sexually assaulted or witnessed the sexual assault of a student. Use the online report form found here: https://cm.maxient.com/reportingform.php?UnivofWisconsinMadison&layout_id=11
Contact the Sexual Misconduct Resource and Response Program with questions: https://compliance.wisc.edu/titleix/.
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All employees, faculty and staff are strongly encouraged to help make the university a drug-free workplace. You can do this by learning about substance abuse (its dangers and warning signs), encouraging others to avoid substance abuse, and getting help if you need it—either for yourself or for someone you are concerned about. Please review the “UW-Madison Compliance with the Drug-Free Schools & Communities Act”, which is provided to all employees as part of their orientation to the university community. This document can be found at:  https://alcoholanddruginfo.students.wisc.edu/dfsac-act/. 

It is the policy of UW–Madison to provide reasonable accommodations for qualified individuals with disabilities. If you need a reasonable accommodation to perform the essential functions of your position, please contact Brenda Powles, Divisional Disability Representative (DDR), at brenda.powles@wisc.edu. The DDR is the person authorized to receive and maintain confidential medical information in the College of Letters & Science. For more information, please see the UW-Madison Employee Disability Resources: https://employeedisabilities.wisc.edu/.



We look forward to a mutually rewarding working relationship with you. If you have any questions or concerns about your appointment with us, please do not hesitate to contact me [OR NAME OF PERSON RESPONSIBLE].


Sincerely,
[NAME OF PERSON SIGNING LETTER]
[TITLE OF PERSON SIGNING LETTER]


XC: [NAME OF ANY INDIVIDUIALS TO BE COPIED]
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