Sample Basic Letter to Prospective Appointee of Proposed Academic Appointment to a Higher Rank

(Use Letterhead)

DATE

FIRSTNAME LASTNAME

STREET ADDRESS

CITY, ST  ZIP

Dear FIRSTNAME,

I am pleased to inform you that the Department of DEPARTMENT, in the College of Engineering, has recommended you for a (include “tenured” if applicable) appointment at the rank of RANK.  This recommendation has been forwarded with your credentials to the Dean of the College, who has authorized me to inform you of the terms of the proposed appointment.  This appointment is subject to approval by the College of Engineering Council on Promotion and Tenure, the Dean, the Provost, and the University of Washington Board of Regents.  The appointment will become effective upon approval by the President and the Board of Regents at the University.  When action is taken by the Board confirming your appointment, the President will provide you with the formal notice of appointment.

This proposed appointment, like all faculty appointments at the University of Washington, is subject to adequate funding, the applicable laws of the State of Washington, and the rules and regulations of the University of Washington as they may be amended from time to time.

The proposed terms of the appointment include an annual salary of $SALARY ($MONTHLYSALARY per month) on a NINE month basis, at PERCENT% time.  Your appointment will be effective DATE.  (If at Associate Professor level, add…) This appointment is subject to annual review for possible promotion to the rank of Professor, as outlined in the University Handbook.
I have discussed with you the general functions and responsibilities of this position.  The University Handbook outlines the general responsibilities and expectations of all UW faculty members.  This document can be reviewed on the World Wide Web at:

www.washington.edu/faculty/facsenate/handbook/handbook.html
(If there is a start-up package included, describe those arrangements here, or indicate it is enclosed, and then enclose with the letter and send copies of the startup package to the Dean’s office.)

The University of Washington offers a number of benefits options to its staff, including medical, dental, life insurance, a retirement plan, and tax-deferred options.  Information on these plans is enclosed.  The State of Washington will also provide moving expenses as outlined in the enclosed document (or you can forward under separate cover if position is accepted).
Before your appointment recommendation can be formally acted upon, it is necessary for you to provide me with your written concurrence of the proposed terms of appointment as specified in this letter (if applicable, add… and accompanying materials).  Please provide me with such written concurrence by DATE.  Also, enclosed is a copy of the University of Washington Biography form.  Please complete this Biography form, sign, and return it to me with your letter of concurrence.

I hope that you will find your experience at the University of Washington satisfying and rewarding.  (Add personalized note here if you wish).

Sincerely,

NAME

Professor and Chair

DEPARTMENT

Enclosures

