
_____________, 200___
____________________
____________________

____________________

Dear Dr. _____________:

It is our pleasure to offer you an appointment as ________________________________ at Western Michigan University effective ____________, 200___, subject to the approval of the Board of Trustee.  In this capacity, you will report to the Provost and Vice President for Academic Affairs (or Dean of the College of ____________________) and assume principal responsibility for (note unit).  
The annual fiscal year salary is $_____________ with the standard fringe benefit package provided to senior administrative officers.  Any salary adjustments will be considered after the first full year of employment. 

[Your appointment is anticipated to be for _____ years.]  Please note [, however,] that in your position as _________________, you will be a senior administrative officer of the University.  As such you will serve at the pleasure of the president.  A copy of our senior administrative officer policy is enclosed for your information.  
In this position, you will be responsible for providing leadership for _________________ including, but not limited to:

· [Program planning, implementation, and assessment]
· [Fostering scholarship and externally funded research]
· [Hiring, development, and review of staff]
· [Budget and other resource planning and management]
· [Student enrollment and retention with an emphasis on academic excellence]
· [Fundraising and the development of pertinent external constituencies]
· [Representing the accomplishments and the needs of the _____________]
· ________________________________________________________

· _________________________________________________________

· Other responsibilities as assigned 

Performance expectations and responsibilities will be established in more detail after your (arrival on campus).
We look forward to working with you.  If you wish to accept this appointment under the conditions outlined above, please sign and return the enclosed copy of this letter no later than ___________, 2007.

Sincerely,

Name







Name
Provost and Vice President for Academic Affairs

Dean, College
Western Michigan University




Western Michigan University
I accept the terms and conditions of this offer.  
_________________________________________
Signature

Enclosure:  Senior Administrative Officer Policy
c
Office of the President 

