Sample Letter of Notification of Terminal Appointment Letter 

Date ________

Name 

Address

Dear _______________

This letter will confirm our conversation today. Your appointment as _________(title)_______________ will end on ______(date)______ and will not be renewed beyond that date.  I personally wish you success in your future endeavors.

Sincerely yours,

Chairman

Department of ______________________

Received by: __________________________________

(Signature of individual receiving letter)

Date: _________________

-----------------------------------------------------------------------------------------------------------------------------------

NOTE: The Letter of Notification of Termination should be clear and concise. No comments should be included which might indicate a condition for termination or possible reappointment beyond the expiration date.  One (1) signed copy of the letter should be forwarded to the Dean's Office together with Faculty Equal Opportunity Compliance Statement; and one (1) copy should be immediately forwarded to the Office of the Associate Provost. 

