YOUR UNIT LETTERHEAD

DATE:

[Current Date]
TO:

[First Name Last Name], Postdoctoral Research Scholar
[Unit]
FROM:

[Unit Administrator First Name Last Name], [title] 

[Unit]
SUBJECT:
Notification of Nonrenewal of Postdoctoral Research Scholar Appointment 


This memorandum is notice that your annual appointment as Postdoctoral Research Scholar in the [Unit] will not be renewed after the expiration of the current appointment.  Under Arizona Board of Regents policy 6-310: “Conditions of Postdoctoral Scholar Service” which can be found at https://www.azregents.edu/board-committees/policy-manual, you are entitled to a 60-day notice of non-renewal.  You will not be reappointed for the [20xx-xx] [academic/fiscal] year. Your final day of employment will be [May 15, 20xx OR June 30, 20xx].
 
On or before your final day of employment, you will need to return any university property (e.g., keys, laptop, computer peripherals, P-Card, etc.) that has been assigned to you to [designated staff member name]. You should return any parking gate access card directly to Parking & Transit Services to avoid a charge being assessed.

Under Arizona Board of Regents policy 6-310, accrued vacation leave for Postdoctoral Research Scholar is not paid out upon termination. Please consult with your unit should you have questions in this regard. Please also consult the Information Sheet for Separating Employees at http://www.asu.edu/hr/benefits/documents/informationsheetforterminatingemployees.pdf parts of which may or may not be applicable to your appointment, benefits selections, etc. You are encouraged to schedule a meeting with a representative of the Human Resources Department (855-278-5081) to discuss questions you may have related to your benefits.
We wish you success in your future endeavors.
Cc:
Unit Personnel File


Human Resources

��Add unit administrator signature next to this block


�If AY appointment, the last day is May 15. If FY, the last day is June 30. Must use one of those two dates.





