[UWA School Letterhead]

P/…[staff file number]

[date]

[Employee’s Name]

[Employee’s Postal Address]

Dear ………………

NOTICE OF INTENTION OF RENEWAL OF EMPLOYMENT
In accordance with the Academic Staff Agreement 2004, you are hereby notified that it is intended to renew your employment with the University of Western Australia for the period [insert dates].  Should you have any questions please contact [insert school contact].

Human Resources will confirm this advice with the issue of a contract in the near future.
Yours sincerely
HEAD OF SCHOOL/DEAN

cc.  Human Resources 

