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[Date: if length of service is less than five years, at least two weeks prior to appointment end date; if length of service is five or more years, at least three weeks prior to appointment end date.]
[Research Faculty member’s Full Name]
[Address] 
Dear [First Name]:

The purpose of this letter is to inform you that your current appointment will end on _________, ____, and will not be renewed.  I expect you to continue working and performing your duties satisfactorily through the above date.  This letter confirms our conversation on [same date as letter], during which I informed you that your appointment would not be renewed.  
The rest of this letter contains answers to specific questions you may have about the University’s commitment to you during this time of transition.

Benefits

· You will continue to participate in group insurance plans at the established employee premium rate through the end of the month of your final paid date with the University.  

· Following your final paid date, you may choose to continue your insurance benefits under COBRA provisions.

· You may telephone the Benefits Division, 847-491-7513, to arrange a meeting to discuss the impact of this non-renewal on your insurance benefits.

Retirement Plan

· If you have been a participant in the University's retirement plan, you are assured that you are vested in the account balance in your retirement account including both the University's and your past contributions.  
· Depending on a number of factors, you may be eligible to have retirement accumulation paid out to you now.  For more information telephone the Benefits Division at 847-491-7513.
Parking/Transit
· To cancel your parking permit or shuttle deductions, contact University Services. Information is also available at http://www.northwestern.edu/transportation-parking/.
· To cancel your pre-tax transit deduction (CTA/RTA) go to PayFlex website at www.payflex.com.
The cutoff date for making changes is the fifth of every month. Information is also available at http://www.northwestern.edu/hr/benefits/pretax-transit/.
Unemployment Compensation

· You should contact your local office for the Illinois Department of Employment Security for benefits and eligibility information regarding unemployment compensation.  Information is available on-line at http://www.ides.state.il.us/.
Reinstatement
· If you secure another paid position at the University within 180 calendar days of your termination date, you will be reinstated without the loss of prior service or benefits status.
· Paid time benefits are not accrued during the absence and the number of days absent is not included in the calculation of University service.
Faculty & Staff Assistance Program

· You may find information about the Faculty & Staff Assistance program at: http://www.northwestern.edu/hr/work-life/faculty-staff-assistance-program.html 
Should you or your family have need of their services during this transition period, please do not hesitate to contact them.

I hope that you will be able to make a successful transition to another position that is professionally satisfying.  Please contact me or Human Resources Chicago at 312-503-8481 or Human Resources Evanston at 847-491-7507 if you have any questions.

Sincerely,

[Principal Investigator’s Name, or Department Chair’s Name]
[Principal Investigator’s Title, or Department Chair’s Title] 
[Department/Division/Center/Unit Name]
cc:  
HR Records


Department/Division/Unit/Center Administrator


FSM Faculty Affairs Office

Office of the Provost
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