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Offer letter to a Chair/Director

Dear Dr. <xxx>:

I am very pleased to write to you with details of our offer of appointment as a tenured Professor in the Department of <deptname> at the University of Maryland, College Park.  In addition, I am pleased to offer you the position of Chair of the Department of <deptname> for a term of five years.  This offer is subject to the final approval of the President. 

[[Brief paragraph, warm feelings with a personal touch, e.g. here is a sample from a recent letter to a prospective director of ESSIC:

On behalf of my Earth Science colleagues in both this College and the College of Behavioral and Social Sciences (BSOS), and with the enthusiastic support of Dean Goldstein, I would like to express our excitement at the prospect of your assuming this important leadership position.  This region has a powerful concentration of computational and Earth Science, and the University of Maryland is ideally located to have a significant impact on the science and on policy at both national and international levels.  Your role as founding director of ESSIC will be to mobilize and build the strength, on campus and in collaboration with our partners at NASA, to make ESSIC the focal point in realizing this potential.  In doing so, you will work closely with the Earth Science faculty and students in both BSOS and CMNS.]]

The specific details of your appointments are as follows:

1. Your academic appointment is as Professor in the Department of <deptname> within the College of Computer, Mathematical, and Natural Sciences (CMNS).  This is a full-time position that carries tenure.

2. The appointment is effective <date of appointment>.

3. The appointment is on a twelve-month basis at an initial annual base salary rate of <salary>.  Your base salary rate may be adjusted annually thereafter in accordance with University salary guidelines and appropriations, and in response to your annual performance review.  Typically these salary appropriations are received by the University through its annual budget process, and may include merit and cost-of-living allocations (COLA).  

4. 75% of your base salary will be paid from State funds, and the remaining 25% of your salary must be provided from sponsored research funds secured by you through the normal University grant solicitation process to government or private agencies.  Given the outstanding nature of your research, I have no doubt that you will be fully successful in securing the funds to support the sponsored research portion of your base salary.

5. Additionally, you are offered the appointment of Chair of <deptname> effective <date of appointment>, for a term of five years.  The position of Chair is an administrative appointment, and you serve at the pleasure of the Dean of the College of CMNS.  You will receive annually a written set of expectations and objectives, and will also receive an annual performance review.

6. The appointment as Chair of the Department of <deptname> carries an administrative increment of <admin increment>.  This administrative increment is to be paid fully from State funds and will result in an initial 12-month salary rate as follows:

Initial 12-month base salary rate


$a
administrative increment



$b
Adjusted 12-month compensation


$a+b.
7. At the end of each year of service, starting <appointment date>, 20% of the <admin increment> will be added to your 12-month base salary rate.

8. At the end of your term as Chair of <deptname>, you may be eligible for reappointment as Chair.  This will depend on your interest, the interest of the Dean, and the results of a faculty review of your performance as Chair.

9. If there is no reappointment as Chair, you will retain your status as Professor. You may elect to retain your 12-month appointment.  The Dean will determine your 12-month salary increase at that time, including as appropriate any merit or COLA in accordance with University of Maryland policies and appropriations.  Your salary rate will be continue to be funded with 75% State funds and 25% from sponsored research funds secured by you through normal University procedures.

10. As a faculty member on a 12-month appointment you will be entitled annually to 3 days personal leave and 22 days annual leave.  You may carry over up to 50 days per year of annual leave.  However, upon retirement, resignation, or change of appointment (see #6 below), you will not be entitled to compensation for any unused accrued annual leave.

11. In the event that you do not have sufficient sponsored research funds to pay the approved sponsored research salary portion, you may elect to change your appointment status to a full-time academic year (9-month) appointment.  This academic year appointment would carry a salary rate that is equal to the State portion of your 12-month salary.  You should understand that such a conversion may have adverse effects on the contribution and calculation of your retirement and leave benefits.

12. We are interested in facilitating the establishment of your research program here at the University.  To that end, the University will provide suitable office space and furniture, and laboratory space to accommodate your research activities.  The University will provide up to <$xx> to enable you to purchase appropriate computing and laboratory equipment and furniture, support any additional laboratory renovation expenses, and to fund other appropriate research-related activities. These funds may be considered available to you immediately upon arrival at the University of Maryland, and should be expended within <yy> years.  

13. I am aware of the real cost of transferring between institutions, and to assist with these costs the University will provide up to <$zz> to cover reasonable moving expenses for your household and professional items.  The University can provide assistance and coordination of your move, and you should contact <Joe Blow>, Director of Administrative Services for <deptname> for further information.

14. The University has a workload policy of five three-hour course equivalents per year for regular faculty.  However, for faculty with appointments in <deptname> who are active in research and involved with student research advising, this load reduces to <uu> courses per year. For academic administrators, there is a minimum workload policy of one three-hour course equivalent per year—however, you will not be required to teach any formal courses during your first academic year.  Thereafter, as an academic administrator, I expect that you will teach one course per year.  All faculty and academic administrators contribute service to the College and Campus, and I expect that you will participate in these activities as required.

I will inform you when the offer has been approved by the President.  From that point, you will have <tt> days to sign the enclosed contract and return it to me.

[[Concluding warm and fuzzy paragraph, e.g.:

I speak for my colleagues when I say that we are truly enthusiastic about your appointment here.  I believe we can provide support for your research to enable your science to prosper, and the position of founding Director of the Earth System Science Interdisciplinary Center presents a unique opportunity.  We look forward to your long and distinguished career as our colleague.]]

Yours sincerely,

Steve Halperin, Dean

SH:vb

cc:
Dr. Ellin Scholnick, Associate Provost for Faculty Affairs

Dr. John James, Chair, Department of <deptname>

Other issues that might be addressed:

· Mid-year COLAs

· Funds for graduate student or postdoc support

· Joint appointments (where the other unit(s) are or are not within CMNS)

· Guarantee of (some part of) the non-state supported fraction of the salary for some initial period of year(s).
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