· Additional Responsibilities, including Department Chair, Division Head, Program Director, and other Administrative Responsibilities
Date 

Address 

Dear  

I am pleased to offer you the position of [Chair, Division Head/Program Director, etc.] in the Department of __________, Division of ____________ at the University of Colorado School of Medicine.  This letter of offer, which supersedes any other written or verbal agreement, is made upon the recommendation of the faculty in your Department [Program] with my concurrence and with the concurrence of the Dean of the School of Medicine.  This offer is subject to final approval by the Provost of the University of Colorado Denver.  This appointment will be effective __________________, 201__.   As compensation for serving as [Chair, Division Head/Program Director, etc.], you will receive an administrative stipend of $_______________.  Upon completion of your service as [Chair, Division Head/Program Director, etc.], this administrative stipend will end.
[Include the following paragraph in the letter of offer if funding from CHC is being promised]:

Any payments required of Children’s Hospital Colorado (CHC) will be made to the Department of _____________ at the University of Colorado School of Medicine; no payment shall be made directly to you as personal compensation for services rendered.  Nothing in this letter of offer is intended to create an employment relationship or independent contractor relationship between CHC and yourself.  Your employment at all times is solely with the University of Colorado and may be terminated only by the SOM.
[Include the following paragraph only in letters of offer where UCH funding is being promised]:
Any agreement by University of Colorado Hospital to contribute a portion of your University salary and/or benefits is subject to the terms of the standard agreement between the University, CU Medicine and the Hospital pertaining to the Hospital’s contribution to faculty salaries and/or benefits.  In the event that there is any conflict between the terms of this letter of offer and the terms of the standard agreement, the terms of the standard agreement shall prevail and control.

The position of ___________ serves at the pleasure of the [Dean of the School of Medicine for Department Chairs or Department Chair for Division Heads, etc.] and is an at-will position.  Your administrative position is subject to termination by either party to such contract at any time during its term, and you shall be deemed to be an employee-at-will in this position.  No compensation, whether as a buy-out of the remaining term of contract, as liquidated damages, or as any other form of remuneration, shall be owed or paid to you upon or after termination of such contract except for compensation that was earned prior to the date of termination.  
This provision does not apply to your [tenured] position as _________________ of ________________________or to compensation or benefits to which you are entitled as a result of your [tenured] faculty position. 

I look forward to our collaboration in continuing to enhance the teaching, service, and research programs of the Department of ________.

In order that a recommendation for appointment may be submitted to the Chancellor on your behalf, please notify me by __________, 201_, of your willingness to accept this position by returning the signed letter to the Department of _______________, Campus Box______.   We look forward to your acceptance of this offer and your contributions to the University.

Sincerely, 

_________________________

________________

John J. Reilly, Jr., MD



Date

Richard D. Krugman Endowed Chair

Dean, School of Medicine

Vice Chancellor for Health Affairs
_________________________

__________________

Department Chair 



Date

I accept this offer of the administrative position described above, with the understanding that this offer is conditional upon approval of my appointment by the Provost of the University of Colorado Denver.

_____________________________________
________________

Signature
Date

I decline this offer. 

_____________________________________
________________

Signature






Date 
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