
Further Follow up Letter Template:




Issued:  October 2015
Once PhD is COMPLETE




Date

Candidate

Street Address

City, Province

Postal Code

Dear 

I have received confirmation of your PhD completion from the __________________ (granting institution) – congratulations!

I am pleased to honour your appointment to a first probationary appointment as Assistant Professor in _________________________________ (department), effective month/day/year and ending month/day/year.

As was indicated in your offer of appointment dated month/day/year, you have had the status of Lecturer since month/day/year.  During this time, per Policy 3:  Sabbaticals, you have accrued credit toward your first sabbatical at UW at one-half the regular credit – so, xxx months of credit for xxx months service at the rank of Lecturer (month/day/year thru month/day/year). As your requirements have now been met, your start-up funds will be released.

Please sign the enclosed copy of this letter stating that you are in agreement with this change and return it to me. Should you have any questions regarding your appointment, please do not hesitate to contact First Name/Last Name, Title, email@uwaterloo.ca.
Sincerely,

Dean, Faculty of ________________








Cc:  Human Resources, Vice-President Academic & Provost, Department, Appointee

ACCEPTANCE

I hereby accept the above change in my appointment and understand that my title will be changed to probationary term Assistant Professor upon verification of my PhD degree.

Dated at   _____________________________________, this   _______ day of ______________, 20xx

______________________________________________ 
Signature
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