Sample Offer Letter Courtesy Appointment 

MACROBUTTON NoMacro [Click here and type date]
MACROBUTTON NoMacro [Click here and type recipient’s name and address]
Dear MACROBUTTON NoMacro [Click here and type salutation name]:

On behalf of Dean David A. Reingold, I am pleased to offer you a courtesy appointment as MACROBUTTON NoMacro [Click here and type rank] Professor in the Department of MACROBUTTON NoMacro [Click here and type Department Name] at Purdue University effective MACROBUTTON NoMacro [Click here and type effective date].  This appointment was recommended by the faculty in MACROBUTTON NoMacro [Click here and type area recommending courtesy appointment] and is subject to renewal each July 1, the start of our operating year.
Courtesy appointments do not involve any instructional or financial commitments by you or by our department.  Instead, the appointments recognize mutually beneficial relationships between faculty in our department and in other departments.  Those relationships will help our faculty and our graduate students to make connections across disciplines that will enhance their scholarship and development.  The appointment does not confer voting rights or other benefits accruing to regular faculty.
I am confident that your relationship with our department will be enjoyable and rewarding.  If you have any questions, please contact me at MACROBUTTON NoMacro [Click here and type phone number] or via e-mail at MACROBUTTON NoMacro [Click here and type e-mail address].
Sincerely,
MACROBUTTON NoMacro [Click here and type department head name]
MACROBUTTON NoMacro [Click here and type department head title]
MACROBUTTON NoMacro [Click here and type XXX:yyy]
cc: 
MACROBUTTON NoMacro [Click here and type Department Name]Business Office

MACROBUTTON NoMacro [Click here and type other recipient(s)]
