SAMPLE LETTER
Dear __________________________:


In accordance with the current contract between the University and the AAUP, this letter is to inform you that the appropriate members of the Department of ________________________ will meet to consider the matter of your reappointment to ________________________ without tenure.  Would you please submit to my office by ________________________ the following materials:

a. A current curriculum vitae (original and three copies).

b. A personal statement together with any other documents or materials which you would like the Department to take into consideration.

c. A list of materials submitted, organized against the three University Criteria:  (list criteria applicable to individual).

This list must be signed and dated.

If no materials are submitted, please address a letter to me and indicate that no materials have been submitted so, therefore, a list has not been included (original and three copies).


The Department will evaluate these materials, as well as any other pertinent material in your Official File, and make a decision as to whether or not to recommend you for reappointment.


As Department Chairperson, I am required to notify you, in writing, within five days from the date a Departmental decision is made.  This letter serves to inform you that an evaluation of your performance will be conducted and in no way implies a favorable Departmental recommendation.


Please let me know if you have any questions concerning the procedures for your evaluation.








Sincerely yours,

cc:
SEBS, Office of Human Resources

