<<DEPARTMENT LETTERHEAD>>




<<DATE>>

<<FACULTY NAME>>
<<FACULTY TITLE>>
<<DEPARTMENT>>
<<COLLEGE>>

RE: Contract Renewal


Dear <<NAME>>,

This letter serves as a confirmation that your term faculty appointment as <<TITLE>> in the Department of <<DEPT NAME>> will conclude on <<TERM ENDING DATE>>, as communicated in your one-year non-renewal notice dated <<ORIGINAL NOTICE DATE>>.

As noted previously, your appointment will end at the conclusion of the current term. Should you have any questions regarding the transition process or final steps related to your appointment, please feel free to contact me.

Thank you for your service in the Department of <<DEPT NAME>>. 

Sincerely,



<<DEPARTMENT CHAIR NAME>>
Professor and Department Chair
Department of <<DEPT NAME>>
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