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This is a sample memo to request modified duties and [for assistant professors] exclusion of one year of the countable years on the tenure clock. Please modify it to fit your individual situation. Please note that you do not need to apply for both modified duties and an excluded year. Also note that for associate and full professors, only the request for modified duties should be included.

Your memo should be submitted to the College of Arts and Sciences Dean’s Office, 516/517 French Hall.
TO:
Dean Trela and members of the Executive Committee 

FROM:


RE:
Request for modified duties for new parents and [for assistant professors only:] exclusion of one year of the tenure probationary period

DATE:


This memorandum is to request modified duties for [semester]. I am a [rank: assistant/associate/full] professor expecting a newborn child [or adopting a child under the age of six] in [month]. During [semester] I will take “significant and sustained care-giving responsibility” for my child that “is at least as time-consuming as the care-giving responsibility” of my partner (SPG 201.93). [For single parents, the phrase relating to a partner need not be included.] 
Pursuant to the University of Michigan Standard Practice Guide (SPG 201.93), and after consultation with [University Human Resources and/or the Dean of the College of Arts and Sciences] and/or my department chair, I would like to be relieved from direct teaching responsibilities during [semester], a period that is within the required 12 months of the child’s birth. I will fulfill all other professional responsibilities, including [list responsibilities, such as research and service, that have been agreed upon in consultation with the Department chair].
[For assistant professors only:] I would also like to request “an exclusion of one year from the countable years of service” that constitute my tenure probationary period, as outlined in the University of Michigan Standard Practice Guide (SP201.92). I understand that while at the UM-Flint campus these requests are approved by the Provost, it is campus practice for such requests initially to be reviewed at the College or School level.
Please contact me with any further questions. Thank you for your consideration.

