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Re: Notice of Non-reappointment

Dear Dr. Name:

In accordance with Washington State University’s Faculty Manual Section III.F, this letter is notice of non-reappointment to the position of [Title / Position #] in the [Department/School Name] in the [College of Name]. Your current appointment will terminate on Date.  	Comment by Klug, Celeste: Refer to Faculty Manual Section III.F.2 for proper notice requirements:
https://facsen.wsu.edu/faculty-manual/#iiif2-non-reappointment

As we discussed, if you secure other employment before your termination date, you must resign from your present position.	Comment by Wilson, Zami: If a verbal conversation occurred first. Otherwise, remove “As we discussed,”

As you leave your employment with Washington State University (WSU), visit the Human Resource Services (HRS) website for information of how your separation from WSU may impact your retirement program(s). The HRS Benefits staff members are available to answer your questions, please call 509-335-4521 or email hrs.benefits@wsu.edu. 	Comment by Klug, Celeste: https://hrs.wsu.edu/employees/benefits/separating-employee-information/

Thank you for your service to the [Department/School Name] in the [College of Name].  We wish you the best in your future endeavors.

Sincerely,
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