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

REDUCING APPOINTMENT PERCENTAGE


[date]


[name and address]

Dear [name]:

This letter is to confirm your [permanent/temporary] FTE reduction to [percentage]% effective [effective date] per your request dated [date of request].

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

Sincerely,


[name of person signing letter]
[title of person signing letter]
Office of the Dean
College of Letters & Science
South Hall   1055 Bascom Mall   Madison, Wisconsin   53706-1394   www.ls.wisc.edu
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