(Date)

(Name)

(Address)

(Address)

Dear Dr. (Name):


Our faculty was very impressed with your excellent credentials and fine personal qualities.  We think you are a good match for our institute and would prosper in our clinical and research training programs.

Therefore, we are offering you a position as a clinical fellow in our (Lab/Branch) for (year).  The fellowship usually begins in late June.  The exact start date, as well as the details regarding your relocation, health insurance plans and so forth will be addressed by our administrative and human resource staff at a later date.

Should you choose to accept our offer, please notify us in writing within six weeks of receipt of this letter.  If you have any questions about the program, please do not hesitate to contact Dr. (Name) on (telephone number).

I am very pleased that you are interested in our program and look forward to our future association. 







Sincerely,







Owen M. Rennert, M.D.







Scientific Director







National Institute of Child Health







   and Human Development

cc:
Dr. (sponsor’s name)


(Administrative Officer’s name) 

