
Email with Courtesy Offer Example: 

Hi Dr. NAME, 

I have attached your letter of appointment as Courtesy TITLE Professor in the Department of DEPT at the 
University of Florida, College of Dentistry. Please sign and return a copy of this letter. In addition to the 
letter, we will also need the items listed below in order to process your courtesy appointment. 

• A copy of your CPR/BLS or ACLS card 
• A copy of your Florida dental license 
• A copy of your DEA License (if applicable) 
• If you are board-certified, we will need a copy of your certificate 
• Health Assessment (HAMS): Please contact the department administrator, NAME by 

email at EMAIL, prior to your start date for assistance with scheduling/completing this 
requirement. 

• Background Check: once the signed offer is received and you will receive an email from 
First Advantage that you will need to respond to in order for this to be completed. 
 

If they have a GatorLink: We will also need you to complete mandatory trainings. Before accessing the 
trainings, you will need to sign into your Gatorlink account at my.ufl.edu. Your username of GATORLNK. 
If you currently do not have an active password you will need to reset your password on 
https://account.it.ufl.edu/ (your UFID is XXXXXXXX) or call the UF Helpdesk for assistance at 352-392-
HELP (4357) for password reset. Please let me know if you cannot access the trainings below. 

If they do not have a GatorLink: We will also need you to complete the trainings listed below. Before 
accessing the trainings, you will need to create a GatorLink account. This link will take you to the website 
to create an account. Your UFID number is XXXXXXXX. It will ask for an invitation code in order to set up 
your account. You should have received a system-generated email or text with an invite code to enter. If 
for some reason you did not receive this code, please visit this website to resend it or call the helpdesk 
at 352-392-HELP (4357). Please let me know if you cannot access the trainings below once you have set 
up your GatorLink account. 

You will find a list of all trainings linked here, please follow the position type and take those that apply to 
you.  

The navigation for all of the trainings after you login to myUFL with your GatorLink and password is: 
Main Menu > My Self Service > Training and Development > myTraining > then search by the course 
number or course title. 

We truly appreciate your patience through this process. If you should have any questions, please do not 
hesitate to contact me. 
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https://my.ufl.edu/ps/signon.html
https://account.it.ufl.edu/
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