
[Date]

[Faculty Member Name and Degree(s)]

[Academic Title]

Department of [Department Name]

Dear [Dr./Mr./Ms.] [Last Name]:
Pursuant to the Vanderbilt University Faculty Manual (Part II, Chapter 2, Section E), I write to notify you that I do not intend to initiate renewal of your faculty appointment as your fellowship will end on XXXXX.  Since you are in the midst of a faculty appointment with a one-year term scheduled to conclude on [End Date of Current Appointment], the Faculty Manual stipulates that you receive four months’ written notice of non-renewal (in the case of research track faculty, six months’ written notice of non-renewal).  Thus, this letter provides you notice that your faculty appointment will conclude on [insert Date which must be at least four months after the date of this letter]. 

Vanderbilt University Medical Center as your employer will communicate with you separately concerning your employment.

Please know that [insert Division Chief Name] and I are available to assist you in your career transition.  I entrust you have learned much and enjoyed your experience to date. You have done a very good job during your fellowship here at Vanderbilt. I enjoyed getting to know you and please let me know if there is anything I can do to help you in the future.

Sincerely,

[Department Chair Name and Title]

cc:  
Office of Faculty Affairs – Light Hall 320

  
Vanderbilt University School of Medicine


