Faculty Offer Letters

The following pages provide sample templates of the “short form” offer letter.  Please adhere to this format in your faculty offer letters, while also factoring in the unique aspects of your specific appointment.
Offer letters must clearly state all positions which the new faculty member will hold and should include the distribution of percent time for each title.  There should be a title, %, $, and funding source listed for each position, with separate lines for the same position when funding is also coming from units other than the home department (e.g. hospital).  For instance, if there is a Physician Surgeon line that will be funded 15% from the department and 35% from the hospital, you should list these positions separately.  Basically, the breakdown you display in the offer letter should exactly match the final BANNER entry in terms of positions.  

Be sure to cite the correct academic title and state whether it is in a tenure or non-tenure track.  If you are offering a position at the rank of associate or full professor in any of the tracks, you must indicate that if the individual begins his or her appointment prior to the approval of rank and tenure by the appropriate committees of the College, UIC, and the Board of Trustees of the University of Illinois, the appointment will carry the modifier of "Visiting".  All letters should state, at a minimum, that the recommendation for appointment is being made pending approval by the Board of Trustees of the University of Illinois.  

If you wish to include additional language regarding space allocation, teaching or clinical responsibilities, benefit information, and other details about the appointment, we recommend attaching this as a separate addendum or you may choose to craft a second “long version” of the offer letter.   Please bear in mind that in cases where the recommendation needs to go to the Provost or Board of Trustees for prior approval, we will require a copy of the offer letter signed by the department head but not by the candidate. 

ASSOC PROF (CT), 12/12 month service

initial recruitment

(prior to review of rank and tenure)


June 4, 2004

Mary Johnson, M.D.

Associate Professor of Surgery

University of California at Los Angeles

Dear Dr. Johnson:

I am pleased to invite you to indicate your willingness to accept the privileges and responsibilities of a tenured faculty position in the Department of Surgery as Associate Professor (CT) and Physician Surgeon.  Your twelve-month appointment will be effective August 16, 2004, at an annual salary of $100,000.

This recommendation for appointment, as structured below, is subject to the review and approval of the Board of Trustees of the University of Illinois. 






FTE

Dollars

Funding Source
Associate Professor (CT) of Surgery

 51% 

$51,000

Dept of Surgery


Physician Surgeon



35%

$35,000

Dept of Surgery

Physician Surgeon



14%

$14,000

Hospital
TOTALS




100%

$100,000
Please note that if you begin your appointment prior to the approval of rank and tenure by the appropriate committees of the College, the Provost, and the Board of Trustees of the University of Illinois, this position will carry the modifier of “Visiting”.  Visiting positions do not carry notice rights.

If this position is acceptable to you, please indicate by signing below.

Sincerely,

______________________________________

Andrew Smith, M.D.

Professor and Head 

Department of Surgery

I accept the appointment described above.   ______________________________   date:  __________

ASSOC PROF (RT), 9/12 month service 

Offer to individual currently in visiting position

(College review of rank and tenure completed)


June 1, 2004

Mark Jones, M.D., Ph.D.

Visiting Associate Professor of Medicine

1819 W. Polk, St.

Chicago, IL 60612

Dear Dr. Jones:

The College of Medicine's Committee on Faculty Appointments, Promotion and Tenure and College Executive Committee have recently approved your appointment as Associate Professor (RT) of Medicine with tenure.  As a result of this decision, and in accordance with Campus policy, I am providing you with this letter of offer.

Effective on August 16, 2004, I am pleased to offer you a tenured faculty appointment as Associate Professor (RT) as well as an administrative appointment as Director of Research in the Department of Medicine.  Your faculty appointment will be based on nine months during the academic year with a salary of $100,000 paid over twelve months.  You will have the opportunity to earn an additional 3/9 of your academic salary during the summer months with advance approval and if these funds are available from research grants and contracts.  
The appointment breaks down as follows:







FTE

Dollars

Funding Source


Associate Professor (RT) of Medicine

 100% 

$95,000

grants


Director of Research



 0%

$5,000

state
TOTALS




100%

$100,000
This offer is contingent upon the review and approval of the Provost and the Board of Trustees of the University of Illinois.  

If this position is acceptable to you, please indicate by signing below.

Sincerely,

______________________________________

Janet Wilson, M.D.

Professor and Head 

Department of Medicine

I accept the appointment described above.   ______________________________   date:  __________

ASST PROF (RT), 9/12 month service 

initial recruitment

Asst Prof (RT)

May 1, 2004

Ann Brown, Ph.D.

Research Assistant Professor

University of Iowa College of Medicine 

Dear Dr. Brown:

I am pleased to invite you to join the academic staff in the Department of Pharmacology in the full-time tenure-track position of Assistant Professor (RT) with a joint non-salaried appointment in the Department of Medicine.  Your appointment will be effective August 16, 2004, at an academic year (nine-month) salary of $60,000 paid over twelve months.  You will have the opportunity to earn an additional 3/9 of your academic salary during the summer months with advance approval and if these funds are available from research grants and contracts.  
Your tenure-track appointment as an assistant professor will involve a probationary period no longer than six years.  With the start of the 2004-05 academic year, you will begin the first year of the probationary period.  Campus procedures call for you to be reviewed for promotion and tenure no later than the fall of the sixth year of appointment.  In the third year of your probationary period, the campus requires that the unit conduct a review and that you be provided with an assessment of your professional development and your prospects for being recommended for indefinite tenure at the end of the probationary period. 

The appointment breaks down as follows:


FTE
Dollars
Funding Source 

Assistant Professor (RT) of Pharmacology
100% 
$60,000
grants



Assistant Professor (RT) of Pharmacology  
0%
$0
state

in Medicine
   

TOTALS
100%
$60,000

This recommendation for appointment is subject to the review and approval of the Board of Trustees of the University of Illinois. 

If this position is acceptable to you, please indicate by signing below.

Sincerely,

______________________________________


________________________________

Sam Hill, Ph.D.






Janet Wilson, M.D.

Professor and Head 





Professor and Head

Department of Pharmacology




Department of Medicine

I accept the appointment described above.   ______________________________   date:  __________

initial recruitment
mid-year appointment

Asst Prof (CT)















February 1, 2004

Tom Smith, M.D.

Assistant Professor

University of Minnesota College of Medicine 

Dear Dr. Smith:

I am pleased to invite you to join the academic staff in the Department of Medicine in the full-time tenure-track position of Assistant Professor (RT) and Physician Surgeon. Your twelve-month appointment will be effective February 16, 2004, at an annual salary of $125,000.
Your tenure-track appointment as an assistant professor will involve a probationary period no longer than six years.  Since your appointment is beginning after the eighth week of the academic year, you have the option of counting or not counting a year toward the completion of your probationary period for the partial year’s service.  Please indicate your selection on the Service Toward Completion of the Probationary Period form provided to you.   If you elect not to count the partial year, you will begin the first year of the probationary period on August 16, 2004.  Campus procedures call for you to be reviewed for promotion and tenure no later than the fall of the sixth year of appointment.  In the third year of your probationary period, the campus requires that the unit conduct a review and that you be provided with an assessment of your professional development and your prospects for being recommended for indefinite tenure at the end of the probationary period. 

The appointment breaks down as follows:

FTE
Dollars
Funding Source

Assistant Professor (CT) of Medicine
51% 
$63,750
state



Physician Surgeon 
49%
$61,250
MSP
TOTALS
100%
$125,000

This recommendation for appointment is subject to the review and approval of the Board of Trustees of the University of Illinois.  If this position is acceptable to you, please indicate by signing below.
Sincerely,

______________________________________



Janet Wilson, M.D.

Professor and Head 






Department of Medicine

I accept the appointment described above.   ______________________________   date:  __________

ASSOC PROF, 12/12 month service 
“Q” contract

(prior to review of rank)


April 30, 2004

Carol Taylor, M.D., Ph.D.

Associate Professor of Obstetrics and Gynecology

Medical College of Wisconsin

Dear Dr. Taylor:

I am pleased to invite you to indicate your willingness to accept the positions of Associate Professor (RT) on a “Q” (initial term) appointment and Physician Surgeon in the Department of Obstetrics and Gynecology.  Your twelve-month appointment will be effective August 16, 2004, at an annual salary of $120,000.

The 2004-05 appointment year will be the first year of a three-year term (“Q”) appointment. No later than the last year of the “Q” contract, a review of your scholarly, teaching, and service record will be conducted to determine whether or not you have established a record that justifies the unit recommending you for indefinite tenure. If review of your scholarly record does not warrant indefinite tenure, the last year of your term contract will serve as your terminal year. 

This recommendation for appointment, as structured below, is subject to the review and approval of the Board of Trustees of the University of Illinois.








FTE

Dollars

Funding Source 

Associate Professor (RT) of Obstetrics & Gynecology
60% 

$72,000

MSP


Physician Surgeon




40%

$48,000

hospital
TOTALS





100%

$120,000
Please note that if you begin your appointment prior to the approval of rank by the appropriate committees of the College, the Provost, and the Board of Trustees of the University of Illinois, this position will carry the modifier of “Visiting”.  Visiting positions do not carry notice rights.   

If this position is acceptable to you, please indicate by signing below.

Sincerely,

______________________________________

Martha Randall, M.D.

Professor and Head 

Department of Obstetrics and Gynecology

I accept the appointment described above.   ______________________________   date:  __________

ASSOC PROF OF CLIN PEDS, 12/12 month service 

Clinical Discipline track 

initial recruitment w/ W agreement


May 30, 2004

Jeff Miller, M.D. 

Assistant Professor of Pediatrics

University of Texas at Houston

Dear Dr. Miller:

I am pleased to invite you to indicate your willingness to accept the positions of Associate Professor of Clinical Pediatrics (non-tenure track) and Physician Surgeon in the Department of Pediatrics.  Your twelve-month appointment will be effective August 16, 2004, at an annual salary of $100,000.

This recommendation for appointment, as structured below, is subject to the review and approval of the Board of Trustees of the University of Illinois.








FTE

Dollars

Funding Source 

Associate Professor of Clinical Pediatrics

20% 

$20,000

state


Physician Surgeon




60%

$60,000

MSP
Physician Surgeon




20%

$20,000

hospital

TOTALS





100%

$100,000
Please note that if you begin your appointment prior to the approval of rank by the appropriate committees of the College, this position will carry the modifier of “Visiting”.  Visiting positions do not carry notice rights.  Following approval of rank, your tenure code will be revised to “W” (Waiver of Tenure) which will require completion of a “W” Agreement.
If this position is acceptable to you, please indicate by signing below.

Sincerely,

______________________________________

Arthur Johnson, M.D.

Professor and Head 

Department of Pediatrics

I accept the appointment described above.   ______________________________   date:  __________
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SAMPLE











SAMPLE
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