Draft Change Memo Template Items in Red are “modifiable”.  Please note the change memo is a base template and should be customized to include language to detail the change.  If you prefer to have your faculty member sign the change memo please email me for a revised template. 




Faculty Name
Faculty Appointment Change 
Page 2 of 2  

Date, 2026
Faculty Name 
Faculty Email

Dear Dr. Faculty,
This letter serves as formal notification and follow up to prior conversations regarding (add if a conversation occurred) your faculty appointment in the College of College. Effective Date, 2026, the details of your appointment change are as follows:
Current Appointment:
	Department:  (Include section/division, if applicable) 
	Faculty Academic Title(s): (Academic Title + Award Title + Endowed Title e.g., Associate Professor, or Clinical Assistant Professor, David Ross Boyd Professor and Harry Potter Endowed Chair of Magic) 
Administrative Title(s):  (if applicable, if not remove line - Administrative Titles e.g., Program Director, Division Chief, or Department Chair) 
Appointment Type: (e.g., consecutive term, limited term full-time, tenure track)
	FTE:  (including break of effort between Admin/Service, Research, and Teaching, if applicable)  
	Total Salary: $0 
		University Base: $0 (include funding source if outside the department)
		Departmental[footnoteRef:1]:  $0 (include funding source if outside the department) [1:  The Departmental Salary  is based upon your contributions to the department mission or research.  It is determined annually and may increase, decrease, or stay the same in subsequent years.] 

Administrative Supplement(s)[footnoteRef:2]: $0 (break out by admin role if multiple, include funding source if outside the department)  [2:  Special administrative positions such as this are appointed and may be rescinded by the dean or Senior Vice Provost and President at any time.  Should you no longer serve in the administrative role for the University of Oklahoma for any reason, the administrative supplement associated with the administrative duties/role will end.] 

	Center Membership:	(if applicable, if not remove line) 

Proposed Appointment:
	Department:  (Include section/division, if applicable)
	Clinical Assistant Professor, David Ross Boyd Professor and Harry Potter Endowed Chair of Magic) 
Administrative Title(s):  (if applicable, if not remove line - Administrative Titles e.g., Program Director, Division Chief, or Department Chair) 
Appointment Type: (e.g., consecutive term, limited term full-time, tenure track)
	FTE:  (including break of effort between Admin/Service, Research, and Teaching, if applicable)  
	Total Salary: $0
		University Base: $0 (include funding source if outside the department)
		Departmental1:  $0 (include funding source if outside the department)
Administrative Supplement(s)2: $0 (break out by admin role if multiple, include funding source if outside the department) 
	Center Membership:	(if applicable, if not remove line) 

Include any draft language to detail the change or results/consequences of the change (i.e. job duties, benefits change, appointment responsbilities, etc).
If applicable include details of new responsibilities [specify in as much scope and detail as you deem necessary to avoid future misunderstandings; if appropriate include a statement regarding who assigns responsibilities and what the initial duties and responsibilities are].  
The terms of this faculty appointment change will be effective Date, 2026, through June 30, 2027, contingent upon the approval of the University of Oklahoma Board of Regents (add if salary is over 150k). 
If you have any questions concerning these terms or would like to decline the terms, please contact Name at Number and/or Email as soon as possible but no later than ten University business days of receipt. Please retain the original document for your files.
Sincerely,

 
____________________________________________	____________________________________________
Name						Date	Name						Date
Dean							Dept Chair 
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