
Exhibit I



To:
(Supervisor)

From:
Sandra A. Graff                                                                                      Director of Personnel Operations                                                              

Date:


Subject:
(Term/Temporary) Appointment Notice for (Employee's Name)

Title: 
(Title)

Term Ending Date:
(Appt. End Date)

Renewal Notification Date:
(Reappt. Notice Date)

Maximum Renewal:
(Maximum Length of Renewal)


In compliance with the Policies of the Board of Trustees and local campus policies, professional personnel on term or temporary appointments must be given specific notice of the renewal or non-renewal of their term or temporary appointment.


The individual identified above, according to our records, must be notified of a renewal or non-renewal of appointment by the "renewal notification date" shown above.


Please indicate on the attached Change of Status Request (Form HRM-3) your recommendation concerning the renewal or non-renewal of this person.  Return the original of the form together with this notice and supporting data through your Dean or Assistant Vice President and Vice President to the Office of Human Resources Management for the file review procedure required by the Agreement between the State and the United University Professions, Inc.  You should return the form at least four weeks before the "renewal notification date" shown above.  After review and approval by your Vice President, the Office of Human Resources Management will confirm each final action by letter through the department to the individual.


Please make two copies of the completed HRM-3: retain one copy for the department's files and give the other copy to the employee to satisfy the provisions of Article 31 of Agreement between the State and the United University Professions, Inc. If you will not be renewing the individual, please discuss this with him/her when providing their copy to them.  In addition, any recommendations pertaining to reappointment which are prepared by a department head, Dean, Vice President or other persons serving in a supervisory capacity in a direct line, should be sent to the employee at the time they are prepared.  This is especially important when a person serving in a supervisory capacity modifies the recommendation originally recorded on the employee's copy of the HRM-3.
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