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Letter of Offer (Sample)
<Date>
Sy
Personal & Confidential 14 a‘l‘}“}-.._._
<Name of Candidate> [ ) “1
(] &

<Address of Candidate> g

e O

TOHOKU

UNIVERSITY

Dear <Name of Candidate>,

I hope this letter finds you well.

It is my pleasure to offer you an appointment at Tohoku University's <Department
Name=> at the rank of <Associate Professor/ Professor> under Tohoku University's

Tenure Track System. We are hopeful that you consider this opportunity to join the
Tohoku University community.

Appointment

Your appointment will be effective as of <MM/DD/YYYY> or as soon afterwards as a
visa can be obtained. Foreign national visas require processing by the Ministry of
Foreign Affairs and are subject to their current processing times, which may involve
delays beyond Tohoku University's control.

Compensation
The starting annual salary of this appointment will be ******* JPY. (You will receive

. *** JPY per month.) This salary includes area allowance, bonuses, retirement
allowance, base pay adjustments, housing allowances, and allowances for dependents
as well as any expected salary increases that might occur during the first year of your
employment. You will be eligible for salary increases in subsequent years. Tohoku
University will also provide any commuting allowances if applicable.

Academic Duties
Your primary academic duties consist of research, teaching and related professional
activities, including active community collaborations. The eventual renewal of your

appointment and tenure will depend on your effective fulfillment of your duties.

[If applicable] With regard to teaching, you will be required to conduct lectures and
student supervision within the guidelines of the department. You are expected to
develop a teaching program in line with our curriculum policy, including student
evaluations and supervision.

Details regarding the curriculum policy of each department can be found here:
https://www.tohoku.ac.jp/japanese/disclosure/disclosure/09/education0901/policy03.pdf
[Add further details if possible.]

[If applicable] With regard to research, you are expected to pursue a successful

scholarly career evidenced by high-impact, original research publications and
monographs, acquisition of third-party funding as well as presentations and
participation at leading international conferences and academic meetings, representing
Tohoku University in your area of expertise.

[Add further details if possible.]

We ask of all esteemed Tohoku University members to contribute to services and
actions to improve life at the University and the wider international community as well
as strive for global academic excellence in their respective fields.

Your academic performance will be reviewed as part of our evaluation process and you
will receive feedback on [an annual / a biennial] basis by the [Dean/Director] or a
designate.

Please also familiarize yourself with Tohoku University's principles found here:
https://www.tohoku.ac.jp/en/about/history.htm|

A r iIs i ible.

Space
You will be allocated an office and laboratory space in the <Department Name,
Location>.

Start-up and Research Funding
Tohoku University will provide you with a start-up fund of * *** *** JPY as a basis for

your research operations. This fund must be spent within the first <N> years of your
appointment. You are further required to apply for peer-reviewed grants and other third-
party funding, including funding and revenue from joint and endowed research through
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industry collaboration.
'Add further details if possible.

Tohoku University ID, Orientation and Training

If you accept our offer, you will be assigned a Tohoku University ID and a personal
email account to access important university information and communicate as a
Tohoku University member. You will also find necessary instructions and e-learning
courses online, including a seminar for new faculty members on your arrival at Tohoku
University. Further regulatory documents and important information can be found here:
https:/tutiad.bureau.tohoku.ac.jp/triad2/?lang=2

Relocation Services

In line with our regulations, Tohoku University will cover any travel expenses you and
your family may incur. Travel expenses include the following additional allowances:
Relocation allowance, settling-in allowance (a daily allowance and lodging allowance
for two days and two nights), and a dependent relocation allowance. The amount is
roughly estimated to be ****, *** JPY.

Please note that the amount paid may differ from the actual costs.

Accommodation

Although Tohoku University provides accommodations to our members, the number of
rooms is unfortunately limited. You can move into university accommodation if there are
any vacancies on the date of appointment. Please contact the office in charge for

further details: coo@ A\ A\ .tohoku.ac.jp.

Annual Paid Leave

You will be entitled to twenty days annual paid leave per year. The number of days
provided is reckoned as of January 1st. Each year, twenty days are added to any
remaining paid leave from the previous calendar year (up to twenty days). Annual leave
for the first year of employment is calculated based on the start date (e.g., a start date
of April 1st would provide 15 days for the remaining nine months of the calendar year).

Welfare
You will be enrolled as a member of the Ministry of Education, Culture, Sports, Science

and Technology Mutual Aid Association which will provide health insurance for you and
any dependents. Tohoku University will also provide pension insurance, employment
insurance as well as industrial accident compensation insurance.

This letter is a conditional letter of offer. Before your appointment recommendation can
be acted upon formally, we must receive your written concurrence with the proposed
terms of appointment as specified above.

Please provide this as soon as possible, but no later than <MM.DD.YYYY>.

If you need assistance or have any questions, please contact the department
administrator, [NAME, cc@tohoku.ac.j

We look forward to receiving your response.

Sincerely yours,

< President's Name>

President, Tohoku University

<Signatory's Name>

I, <Full Name> accept the

terms herein on <Date>
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