SAMPLE LETTER C

Notification to Faculty Member that Faculty Member Will not be Reappointed

[Current Date]

[Address and other contact information of sender]

[Name and Address of Faculty Member]
Dear [Name of Faculty Member]:
This letter will confirm our conversation of [date
] regarding your case for reappointment
]. Your reappointment was not approved.  Your appointment as [official academic title] will therefore end on [date
] and will not be renewed beyond that date.  Please acknowledge receipt of notification by signing the statement below and returning it to me by [date
]. 
Sincerely, 
__________________________________

Department Chair
ACKNOWLDGEMENT OF REAPPOINTMENT DECLINED

I [Name of Faculty Member] acknowledge receipt of this letter and understand that my appointment as [official title] will end on [date
].

INSTRUCTIONS FOR LETTER C (Tenure,  Promotion or Reappointment Declined):

Notification of termination due to tenure or promotion (or reappointment) having been declined should be clear and concise. No comments should be included which might indicate a condition for termination or possible reappointment. The letter can be signed by a Dean or Department Chair or other administrator designated by the Dean, in schools without departments.  The letter should be sent to the faculty member for his or her signature no later than May 31 of the mandatory review year.   The signed letter should be forwarded to Faculty Affairs and Professional Development for review by the Dean and submission to the Office of the Provost.

2 The date should be close in time to the date of the letter, ideally within a few days or a week. 
3 Specify the type of case, e.g., promotion and tenure, tenure only promotion only, or reappointment. 

4 The date inserted should be the final day of the faculty member’s official terminal year.

5 The date inserted should be close in time to the date of the letter, e.g., one or two weeks.  

6 The date inserted should be the final day of the faculty member’s official terminal year.

Signature of Faculty Member and Date
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