Uncl—Appendix 9-C

SAMPLE LETTER

REDUCING A ROLLING HORIZON APPOINTMENT

FOR ACADEMIC STAFF

Dear (enter name):

The purpose of this letter is to notify you that your (number of years, e.g., 3-year) –year rolling horizon appointment will be reduced to a (number of years, e.g., 2-year) –year rolling horizon appointment on (effective date of reduction, e.g., October 1, xxxx).  The new terms of the appointment will be effective on (date in which the notification equals the difference between the old and new terms of appointment, e.g., 1 year from date of notification).  Thereafter, your appointment will continue as a (number of years, e.g., 2‑year) –year rolling horizon appointment.   Chapter 2.01 of the Academic Staff Policies and Procedures (ASPP) is attached for your reference.

(Please insert the reason/s for reduction of rolling horizon appointment.)

If you have any questions, please feel free to talk with me.

  (Employer’s Signature)      

Attachment- ASPP Chapter 2.01
xc:
Dean/Division Director


Department Chair/Director


Academic Personnel Office

