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EMAIL DRAFT TO YOUR HR BUSINESS PARTNER FOR APPROVAL BEFORE ISSUING LETTER

ACADEMIC STAFF NON-INSTRUCTIONAL EXTENSION LETTER

[date]

[name and address]
Dear [name]:

The [name of Department/Center] at the University of Wisconsin-Madison is pleased to extend your current appointment as [title] through [end date]. Your appointment will continue at [percentage]% time and you will be paid at your current full-time [academic (nine-month) OR annual (twelve-month)] rate of $[salary].
(Include the following two paragraphs if the employee will now be entering the WRS)

With this extension you will move from the Graduate Assistant Benefit Program to the Wisconsin Retirement System (WRS). Please find enclosed a summary of benefits available to faculty, academic staff and limited employees. Detailed information about benefit plans may be found at https://www.ohr.wisc.edu/benefits/. A benefits walkthrough tool can be found at https://uwservice.wisconsin.edu/ebenefits/.

I recommend that you read the benefit information carefully. Since the enrollment period for many of the benefit programs is within 30 days of becoming WRS eligible, please see [name of benefits coordinator] immediately to avoid any loss in benefits or the need to provide evidence of insurability.

If you have any questions regarding this extension, feel free to contact me immediately.

I look forward to our continued working relationship.

Sincerely,

[name of person signing letter]

[title of person signing letter]

Enclosure: (Include if entering the WRS)
Benefits Summary for Faculty, Academic Staff and Limited Employees

xc: [name of any individuals to be copied]
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