	
	



DATE
ADD DELIVERY METHOD
Dr. Name
Address
Dear Name,

This letter verifies that we have received and acknowledge your letter of retirement from your Faculty Title position within the Department/School of Name, College of Name at Washington State University. Your academic/annual appointment will end on Date, YYYY.

We are also approving your request to retire with Emerit [add preferred ending] Status. As an Emerit[add preferred ending] Professor, we look forward to your continued engagement with the Department/School of Name. Please work with the Chair/Director on any space requests. All privileges associated with retiring with merit can be found within the Faculty Manual
. 
If you have not already done so, please work with the Human Resource Services Retirement Specialist. You can call them at 509-335-4589, or email hrs.benefits@wsu.edu for additional information.
The Department/School of Name and college thank you for your years of service to Washington State University. We wish you all the best!
Sincerely,

Name, Chair/Director
Appointing Authority Name, Title

Department/School Name
College of Name
Campus Appointing Authority Name, Title

Name of Campus

cc:
Department Employee File

HRS Personnel File


HRS Benefit Services

�If retiring after a summer session or research appointment. The academic appointment will still end on May 15; but a sentence can/should be added that indicates summer [name] has been approved with an end date of [date]. HRS can assist with the language.


��HYPERLINK "https://facsen.wsu.edu/faculty-manual/"��https://facsen.wsu.edu/faculty-manual/�


�[A list of appointing authorities can be found at �HYPERLINK "http://www.hrs.wsu.edu/Utils/File.aspx?fileid=252"��hrs.wsu.edu/appointing-authority�]





�If applicable, Campus or other location





