Physician Offer Letter Template

Dear Dr. ____________________:
I am pleased to offer you a [full-time OR part-time] position at The Penn State Milton S. Hershey Medical Center in the Department of _______, Division of _______ [if applicable].  Your appointment will be effective on [date], contingent upon credentialing approval and the granting of  clinical privileges required by the functions of your appointment, a satisfactory background check, as well as submission of any required visa or work permit information.
Your initial base salary is $___________ per year, paid in equal monthly installments.  In addition, you will be eligible to participate in the Department’s incentive plan after one year of employment.  The Department budgets a variable (non-guaranteed) incentive payment based on factors including clinical productivity, patient satisfaction, administrative accountability, and overall department profitability. A summary of “Benefits for full-time physicians of The Penn State Milton S. Hershey Medical Center” is attached.  Also enclosed are employment forms to be signed and returned.
I am also pleased to offer you a faculty appointment in The Pennsylvania State University College of Medicine as a [rank] of [department(s)*]. This faculty appointment will be without separate compensation and will be effective as long as you are employed by The Penn State Milton S. Hershey Medical Center.
IF TENURE-TRACK (STANDING) APPOINTMENT:
This is a standing tenure-track position.  You will be appointed with [0 – 3] years of credit toward tenure [OR: As discussed, I will support the application for immediate tenure for your appointment.  As the immediate tenure application must be approved by the Dean, by the College of Medicine Promotion and Tenure Committee, and by the University, the award of immediate tenure cannot be assured and may occur after you have arrived on campus].  Your faculty appointment is subject to University and College policies regarding faculty positions.
IF NON-TENURE TRACK APPOINTMENT:
This is a fixed-term, non-tenure track position. Your faculty appointment is subject to University and College policies regarding faculty positions.
The Department currently reimburses faculty members up to $ ___________ annually for Continuing Medical Education (meeting attendance, journal subscriptions, etc.). 
You will be reimbursed for up to $_______ of your moving expenses from a Penn State Contracted Moving Vendor.  Please obtain quotes from several of the Penn State Contracted Moving Vendors, pick the vendor that you want to use, and submit the quote to me at least six weeks prior to your move.    [NOTE: please refer to Policy HR-37 Relocation policy for instructions and current allowances.]
Your initial effort allocation will be ___________% in patient care, which may include concomitant teaching allocated to our educational mission;  ________% in student and resident  teaching; ________% in research; and _____________% in service/administration. [Provide any other pertinent details of the position here.]  You will be responsible to your [Chair or Division Chief] for your clinical and academic activities.  You will also be expected to participate in educational committee activities that relate to the Department or College. 
The department will provide you with office space, and you will share secretarial support with other members of the department. [Note if any lab space provided.] All faculty members receive an annual performance review (referred to as the HR-40 review) by the department Chair (or Division Chief, as appropriate).  This review includes an evaluation of your performance by mission area and offers an opportunity to recognize excellent work and to identify areas for development.  Every annual performance review includes a plan for the coming year(s), and your position’s effort allocation may be modified as a result of this review. In addition, pursuant to the standards governing the medical staff set forth by the Joint Commission (JCAHO), you will participate in focused and ongoing performance evaluations of your scope of practice.
IF APPOINTMENT IS AT THE RANK OF ASSISTANT PROFESSOR OR LOWER, OR THE INDIVIDUAL IS HIRED WITH 1-3 YEARS CREDIT TOWARD TENURE:
We have identified faculty member (s) who will provide mentorship for you as you start your career at the Penn State Milton S. Hershey Medical Center. These faculty are ……………………   You will be responsible for contacting them
In accepting this appointment, you are entitled to the benefits of, and agree to abide by, the regulations in force during your appointment with the Medical Center and University with respect to the patenting of discoveries or inventions resulting from your research, and copyright policies.
It is anticipated that you will transfer equipment and any current research funding to the College of Medicine upon date of hire.
I would appreciate receiving your formal acceptance and signed employment forms at your earliest convenience.  We must also receive a signed copy of the Restrictive Covenant form (enclosed). We believe that The Penn State Milton S. Hershey Medical Center and The Pennsylvania State University College of Medicine will provide an environment that will promote your professional growth, and we look forward to this opportunity to work with you.  It will be a pleasure to welcome you as a member of our faculty.
Sincerely,
[department chair]
I have read the above terms of employment and my signature below indicates my understanding and acceptance of these terms:
_________________________________________      Date: ____________________
                   Candidate Signature
* For physician-scientists with major effort allocation in research, include joint appointment in a basic science department.
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