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<<Date>>
<<First Name>> <<Last Name>>

<<Address>>

<<City>>, <<State>> <<Zip>>

Dear____________:

On behalf of Kent State University, I am pleased to offer you another appointment to the position of <<Title>>, in the <<Department>>, effective <<date>>.  The salary for the period of <<date>> through <<date>> is <<salary>>, with an annual salary of <<salary>>.  If this position is funded by a federal grant, any continued appointment after <<appt end date>> is contingent upon funding availability and departmental needs.  This letter will serve as an extension of your original employment agreement. 
To accept this offer, please return a signed copy of this letter as soon as possible to Human Resources, Records Department, Heer Hall. Please retain a copy for your files.
If you have any questions, please feel free to contact your immediate supervisor.

Respectfully,

Name (Hiring Authority)

(Title)

I hereby accept this appointment and agree to the above conditions.

​​​​​​​​​​​​__________________________________________
__________________

<<Employee Name>>




<<Date>>
cc:
<<Supervisor>>
HR Records Department
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