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I want to take this opportunity to thank you for the excellent care you provide for the patients here at [FACILITY]. You are a valued member of our staff and your contributions have helped our efforts to provide the highest standard of care to our community. Since you began here on [DATE], you have earned the respect and trust of your colleagues, your patients and their families. We especially appreciate your assistance with [GIVE EXAMPLE].

Now that your service contract is nearing an end, I want to encourage you to stay on as a member of our team. You no doubt have experienced firsthand the personal satisfaction that comes from providing health care to a medically underserved population. Your efforts are essential to the health and well-being of this community and your patients and their families are deeply appreciative of those efforts. Without the dedication of clinicians like yourself, the people you have cared for might not have received needed health care. In addition, you have experienced the pleasure of practicing with other dedicated professionals and the adventure of getting to know this community, its culture and its physical surroundings.

Our goal at [FACILITY] is to provide an environment that fosters enriching experiences and relationships and helps you grow professionally and personally. By choosing to extend your career here, you will continue to enjoy these benefits and more. You have job stability, administrative support, receive excellent retirement benefits for your future and enjoy reasonable hours and generous vacation policies so you have time for your personal life. You may also receive sponsorship for continuing education or attendance at professional conferences.

I would like to schedule a meeting with you at your earliest convenience to personally express my appreciation for your many accomplishments here and to speak with you about your future at [FACILITY]. Please contact me so we can arrange a convenient date and time.

I look forward to meeting with you soon. 

Best regards,

[SENDER’S NAME] 

