Reappointment of Tenure Track Faculty
The reappointment PD7 should be forwarded after receipt of the Provost’s memo to the Department Head (usually in February, March) approving the recommendation for reappointment of Assistant Professors to a second probationary term.  
Follow the General Guidelines to Appointment & Reappointment PD7’s with particular attention to the following items.
•
Complete item #13:   The comment will be to reappoint to a second 3-year probationary term as Assistant Professor with the effective dates.
•
Complete item #14:
The Position number and the “Source (Budget Subhead)” will be the same as shown on the previous (Appointment) PD7.  Refer to the most recent salary letter for the annual salary amount.  The FTE will be 1.  Rank and salary must be the same as the prior appointment for a “Reappointment PD 7.”
•
Item #15  “Plus Salary Increase:” should be checked.
•
Complete section 1:  check “Reappointment” 

Insert Effective Date and Work End Date for the 3-year term; all academic year appointments are effective August 1.  Work end for the academic year is graduation day in May.  
Most permanent employees work 9 months paid in 12 installments.  Some may work 10 or 12 months paid in 12 installments.


Rank Recommended will be:  Assistant Professor
•
Complete section 4:
 Insert July 31, 20XX, in the line “Separation, Removal from Payroll Effective Date:”


Rank will be:  Assistant Professor

Separation Reason:  Select “Appointment Completed” from drop down box. 
