Draft Offer Letter Template – Visiting Faculty – Research

(July 2026)

You may expand upon this template language, as needed, but please include the basic, boilerplate language as indicated.

Date

Candidate’s Name & Degree Suffix(es)
Candidate’s Address

Dear Dr. Last Name:

On behalf of my colleagues in the Department of full department name, and the Center/Program/Institute (if applicable), I am pleased to extend to you this offer of appointment contingent upon approval of the Dean of the University of Maryland School of Medicine, the President of the University of Maryland, Baltimore and the conditions set forth below.  

Academic Appointment:
Your academic appointment will be recommended to the School of Medicine at the level of Visiting academic rank, non-tenure track, in the Department of full department name, Division of division name if applicable, and is contingent upon the School’s Policy and Procedures for Faculty Appointment, Promotion and Tenure.  

[Explain why a visiting appointment is requested and include a detailed expectations paragraph]
[If the salary will be paid by the home institution, include the following sentence:] During this appointment, the salary will be paid by [name of home institution].

[bookmark: _Hlk127346661]Your start date will be on or about  __, and the appointment is expected to end on __.  
[If anticipated start date is expected to occur prior to the approval of the offered title and tenure status AND offered rank is Assistant Professor or higher on the non-tenure track, include the following sentence:] 
If the review process associated with your academic rank is not complete by your start date, you will be granted an interim visiting faculty appointment until the review process for your final rank is completed.  Approval of any academic appointment and start date depends upon the timely submission of requested paperwork.  Delays in the submission of requested paperwork may result in a postponement of your start date.

Appointment Duties and Responsibilities:
As with all faculty appointments in the UMSOM it is the general expectation that your duties are performed in the State of Maryland.  Initially you will report to initial supervisor’s name and title.  Your initial work location(s) will be at specific initial work locations.  Your initial duties are stated above.  Your duties, reporting structure and work locations are subject to change. 

[Include the following compensation paragraph only if salary will be paid by UMB.]
[bookmark: _Hlk127348734][bookmark: _Hlk100767626]Compensation: 
[bookmark: _Hlk124391955][bookmark: _Hlk124391981][bookmark: _Hlk105148779][bookmark: _Hlk105148126]If the terms and conditions of this letter are acceptable, the necessary steps will be taken to secure administrative approvals for your appointment.  Your formal faculty appointment letter will be issued by the Dean's Office of the University of Maryland School of Medicine and it will be subject to the terms and conditions stated therein and in this letter.  Your annual compensation will include an Institutional Base Salary (IBS) of $___ and a Total Approved Salary (TAS) of $___.  Please note that faculty salary sources are subject to change.
[bookmark: _Hlk77948156][bookmark: _Hlk124392126]
Miscellaneous Provisions:
Your appointment will be contingent upon the following:
1. [bookmark: _Hlk534978178][If paid by the home institution] You must hold an appropriate US immigration status that authorizes research activities.  Please note that business visitor/tourist (B-1/B-2) visas do not authorize the conduct of research.  If you require J-1 visa sponsorship, please work with the IHV and the UMB Office of International Services to ensure paperwork is processed as timely as possible.
2. You must complete and sign a Visiting Scientist Agreement, as required by UMB Sponsored Programs Administration. 
3. [bookmark: _Hlk31880680][bookmark: _Hlk78284498][bookmark: _Hlk118901419][bookmark: _Hlk39078405][bookmark: _Hlk29394524][bookmark: _Hlk29892684][bookmark: _Hlk526867526]As a condition of appointment, all faculty in the School of Medicine are expected to meet the credentialing, compliance training, other regulatory documentation requirements, and/or occupational health standards required by their job duties.
4. [bookmark: _Hlk97873864][bookmark: _Hlk97873915]Please be aware that we insist upon highly professional and respectful interactions with all, regardless of position or status, in the workplace.  We expect our faculty to display the highest levels of professionalism.  Faculty must adhere strictly to all University policies regarding professionalism, harassment, and disruptive behavior.  Others should be treated in a dignified manner, compassionately and respectfully.  Unprofessional interactions and disruptive behavior will result in swift and appropriate counseling and disciplinary action, up to and including non-renewal and termination. Detailed information is listed in this link. https://www.medschool.umaryland.edu/ofapd/faculty-development/professionalism/ 

Feel free to contact me if you have any questions.  If you accept this offer based on the terms and conditions outlined above, please sign below and return a copy to me by date.  

Following your acceptance, our administrative offices will be in touch with you regarding the completion of faculty appointment documents required for final approval by the School of Medicine and University.  Your earliest attention to these documents is essential.  If these documents are not received in a timely manner, we will be required to delay your start date.

On behalf of the faculty and staff, we look forward to your joining the Department and pursuing our common educational and professional goals.


Sincerely,
Department Chair

[co-signed by Center/Institute/Program Director, if providing funding]  
[bookmark: _Hlk124391814]
cc: Mark T. Gladwin, MD, Dean
      Administrator
      [Add others as necessary]    
 Enclosures
 
Accepted: _______________________________________________________                  Date:___________
  [Type candidate's full name and degree suffix(es)] 
