SAMPLE LETTER #1:  Written Notice of Intent (Non-Reappointment of Non-Senate Appointee Who Has Served 8 or More Consecutive Years)








ADMINISTRATIVE CONFIDENTIAL





* (Faculty Member's Name)


* (Department)





RE:	Notice of Intent of Non-Reappointment





This is to inform you that it is the intention of the Department of ____________________, School of _____________, not to renew your position as _____________, Step __, beyond your current appointment end date of _____________, due to *lack of funds* (insert appropriate reason—if any supporting documentation, insert appropriate sentence here and attach documentation.) 





University policy on term appointments for non-Senate academic appointees is set out in the Academic Personnel Manual, Section 137.  As a non-Senate academic employee who has served more than eight (8) consecutive years in the same academic title series on this campus, you have the right to provide a written response to this notice within fourteen (14) calendar days of the date of issuance of this Notice of Intent.  If you choose to respond, please direct your response to (the next higher level of authority.)  Your response will be reviewed by the appropriate level of administration.





If the University decides not to reappoint following the review of your timely response, if provided, and within thirty (30) calendar days of the date of issuance of this written Notice of Intent of Non-Reappointment, you will receive a written Notice of Action advising you of the non-reappointment and its effective date.





Sincerely,














*


Chair (or person issuing letter)





cc:	Dean


	Department Copy (if Chair issuing letter) or Chair ___________ 


	Academic Personnel


	





