Sample Letter: 
Faculty Request for secondary appointment
Date
Department Chair (secondary department)
Dear Dr. ____________:

I am interested in a secondary appointment in the Department of _______________________. My primary appointment is as ____________ (basis: FT or PT) _____________ (tenure status) ___________________ (rank) in the Department of ___________________. 
(Additional information provided by faculty to support reason for requesting secondary appointment)

Thank you for your consideration.
Sincerely,

Faculty Member
Cc: Primary Department Chair
