
Follow up Letter Template:




Issued:  October 2015
PhD NOT COMPLETE by start date 




Date

Candidate

Street Address

City, Province

Postal Code

Dear 

I am writing regarding your appointment status, as outlined in your appointment letter dated month/day/year:

This offer is conditional upon completion of the requirements for your PhD degree and upon receipt of satisfactory evidence from _______________________ (granting institution). If all requirements for the PhD have not been met by _____________ (date), your initial appointment will be that of “Lecturer”.  If this is the case, you will not be eligible to receive start-up funds; sabbatical credit will accumulate at one-half the regular rate; and eligibility for tenure will not begin.  Upon confirmation of the granting of the PhD, steps will be taken to put in place a probationary-term appointment as an Assistant Professor.

As of month/day/year, you are appointed at the rank of Lecturer.  Please notify my office when your PhD requirements have been fulfilled.  We will then confirm your appointment as Assistant Professor on a probationary term contract.

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 Lecturer pending verification of my PhD degree.

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

______________________________________________ 

Signature
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