Dear Dr. 

We are pleased to offer you a position in our [residency/fellowship] in [name of program] with the McGaw Medical Center of Northwestern University with an anticipated start date of [date].  Please acknowledge your intention to accept this position by signing below and returning to me by mail, facsimile, or scan via e-mail at the address [below or above], [fax number], or [e-mail address] by [date].  Please also confirm your correct postal and electronic addresses where you can be reached.  Once I receive your acceptance, I will forward your appointment to McGaw’s Graduate Medical Education office.  That office will then send you a packet of information that includes a Letter of Agreement for training which you will sign and return.

Your participation in the program will be subject to the terms and conditions of that Letter of Agreement as well as the policies of McGaw Medical Center of Northwestern University.  As such, we encourage you to read through a sample McGaw training contract as well as McGaw’s policies before acknowledging your acceptance.  These are available on McGaw’s website: http://mcgaw.northwestern.edu/.    
All of us in [department, division or program] extend our sincere welcome to you.
Sincerely yours, 

I intend to accept the offered position and acknowledge that such position is subject, in all respects, to the terms and conditions of the McGaw’s Letter of Agreement and policies.  
Signature:

Date:

Address:

Telephone:

E-mail:

