[should be on institutional letterhead]   

[Date]


Name of Resident
Address
Dear Mr./Ms. [Name], 
[NDSR program] is pleased to offer you a Residency position for the [insert date and location] Cohort.  We believe that your qualifications, interests and experience match the goals of the [insert name of Host institution and name of project].  The [name of institution] team is excited to work with you and they would like to offer you the Residency position to work on their project.   
The term of the Residency is 9 months (39 weeks) beginning with the Immersion Week on [date]. The stipend is $[amount]/hour for 35 hours per week, making the total stipend $[insert total] and is paid on a bi-weekly basis. The funds will be administered through [insert name of institution] and as such you will need to fill out payroll and ID services paperwork in the Human Resources department prior to beginning the Residency. 
The program does not provide health benefits [insert appropriate text about health insurance]. 
If you choose to accept the Residency position, please sign the attached agreement and return it to me by [insert date]. When your acknowledgement is received, we will be in touch to coordinate filling out the necessary paperwork. 
Congratulations on becoming a part of the NDSR program and we look forward to welcoming you to the [insert location] cohort! 
Please let me know if you have any questions or if I can provide any additional information. 
Sincerely, 
[bookmark: _GoBack][insert name]
Project Manager
NDSR [program name]
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