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Chairs who are new to the appointment would 
1. Need to have the first paragraph revised to indicate an initial appointment, 
2. Not need the paragraph related to recommendations following the review, and 
3. Need to add the following statement:
During your employment at Michigan Tech, [we/I] look forward to your contributions to further the vision and mission of the University, which is an expectation of all faculty at the institution.


DATE

NAME
ADDRESS

Dear,

It is my pleasure to extend your appointment as Chair of the [Department Name] in the [College Name] at Michigan Technological University. This reappointment does not have a predefined expiration date.
The original terms and conditions outlined in your [Date] appointment letter remain in effect with the following [Exceptions if applicable]. 

Your next review (independent of annual formative reviews) is currently planned to be in the Fall [Year] semester. It should be noted that you serve at the pleasure of the Provost and President, respectively. At any time, you may terminate your employment with the University. Likewise, the University may terminate your appointment as Chair of the [Department Name] at any time without cause.
Your annual salary (S) will continue to be $XXX,XXX for the [Fiscal year] fiscal year. This is calculated using the following three pieces:
1. your IBS of $XXX,XXX; plus
2. 2/9 of $XXX,XXX, which equates to $XX,XXX; plus
3. an administrative stipend (AS) of $XX,XXX. 
If at any time you leave the chair's position, your salary will be your institutional base salary at the time that you leave the position. In addition, you will receive a full benefits package which is described on the benefits website. While the appointment covers the full fiscal year, you are expected to take one month off during the year, with the timing of your leave to be determined through consultation with me. Also, please note the following:
· Your appointment and salary are not contractual.
· Both the IBS and AS are eligible for annual adjustments, which takes place whenever salary increases are authorized, and will be considered in the same manner as all other non-contractual salaries at Michigan Tech.
· As an 11-month employee, you can choose whether your annual salary is paid over the full year or over an 11-month period. Please notify HR by [Date] which option you are selecting. 
· In this appointment, you will be eligible to earn additional compensation through research grants or other compensation (per University Policy 6.11).

As Chair you are a critical part of the [name of College Council] College Council, and I would like you to provide leadership to both your department and the whole college. In these roles you will work with this office to continue the development of strategic objectives and goals for the College of [College Name] and the Department. In particular, as chair, I expect you to:
· At all times, put the best interests of Michigan Tech above the interests of any college, department, or individual;
· Provide leadership to the department that respects shared governance and supports inclusive excellence; 
· In collaboration with the dean, develop and implement a vision for the future of the department that aligns and supports the University’s overall plans for the future as well as those for the College of [Name of College]; 
· Successfully manage and develop the resources overseen by the department (people, space, funding) including growing revenue through opportunities such as online programming, IRAD returns from externally funded research, and other mechanisms; 
· Promote a culture of safety in the department, collaborating with EHS, Research Integrity, and other groups where beneficial or needed;
· Represent the department (assigning an alternate to do so when you are not available) on relevant University committees and other groups internal and external to the University. This includes academic forum, chairs council, the [Abbreviated College Name, e.g., CC, COE, CSA] college council, and advisory boards;
· Consistently communicate information about issues, opportunities, and achievements in the department to the dean and other chairs;
· Provide all faculty with a written annual formative review and provide mentoring to them as they navigate tenure and/or promotion, and throughout their career;
· Ensure that all staff members receive an annual review using tools provided through Human Resources, including those in the department who do not report directly to the chair;
· Develop and execute plans that enhance scholarly activity and growth in externally funded research activity within the department;
· Promote ongoing review of educational offerings to support quality, efficiency, enrollment growth, accreditation, and workforce/societal needs;
· Make recommendations regarding faculty hiring, budget requests, enrollment projections, and other areas as requested by the dean:
· Collaborate with the dean and the University’s Office of Advancement to identify key priorities for fundraising and effectively engage with alumni and others;
· Collaborate with the dean and University Marketing and Communications to assist in promoting the department and its programs to external stakeholders to enhance Michigan Tech’s reputation and recruiting; 
· Make and take responsibility for difficult decisions that impact the department in collaboration with the dean and others;
· Willingly undertake and complete other duties as assigned by the dean, provost or president.
· [Additional Expectations should you choose to add any; feel free to reorder the above or change verbs as needed]

In reviewing the report of the review committee, I would ask that you carefully consider the recommendations below:
· [Recommendations Following Review]

If you agree to these terms, please sign and date this letter and return to my office within 10 business days.

Sincerely,

[Dean Name]


Terms and conditions are acceptable as set forth:

		
			
[Name of Chair]		     Date
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