
SAMPLE LETTER OF ACCEPTANCE – DIRECTOR OF CLINICAL EDUCATION
(Date)

Shane Keene, DHSc, MBA, RRT-NPS, CPFT, RPSGT, FAARC
Associate Executive Director

Commission on Accreditation

For Respiratory Care

1248 Harwood Road

Bedford, Texas 76021-4244

RE:  Position Appointment and Acceptance 

Program Number:  (******)

Dear Dr. Keene,

I have been offered, and have accepted, the Position of Director of Clinical Education at (NAME OF INSTITUTION) effective (DATE).  This is a full-time faculty appointment.  Please find my curriculum vitae and other required documentation enclosed. 

Thank you for your assistance with this Key Personnel Change.

Sincerely,

________________________
Director of Clinical Education
________________________

Program Director
________________________

CEO/Dean


