Office of the <Head of School/Research Institute>
Telephone: (08) 8302 <extension>
Facsimile: (08) 8302 <extension>
Email: <firstname.surname>@unisa.edu.au
<date>

<Title & Name>

<Organisation if applicable>
<Address>
Dear <Title & Surname>
I note that your term as Adjunct <position title>, with the <School/Research Institute> expires on <date>, and that you will not be continuing your adjunct relationship with us.
I would like to take this opportunity to thank you for your valuable contribution to the <School /Research Centre/Institute> in the Division of <Name>.
I wish you continued success.

Yours sincerely

<Title> < Name>

<Job Title>

Division of < Insert Division>
