Staff Change in FTE Letter

Forward amended PeopleSoft print screens and a signed copy of this letter to the College Business Office.

MEMORANDUM

TO:



FROM:


SUBJECT:
Change in (FTE or Term)
DATE:



This is to confirm that your (Full-Time Equivalency or Term) will (decrease/increase) from ______ to ______ effective mmddyyyy through mmddyy.  The conditions of your appointment do not change in any other way.

Acceptance:

I accept the change as outlined above.

_____________________________



__________________

                     Signature




               Date

