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Sample Chair’s Letter Informing Candidate of Right to Respond

November 7, 2011
Dr. K. A. Enti

Department of Learning

University of Utah

Campus

Dear Dr. Enti:

Enclosed is my recommendation to the dean that you [not] be retained in the rank of assistant professor [or other action].

If you choose to submit a written statement for your formal review file responding to my recommendation and/or that of the department advisory committee, that statement should be delivered to my office within seven days from the date on which you receive this letter. After this time, I will forward this letter, your statement (if offered), and your file to the dean.

[If your department uses a form for the candidate to indicate he/she is not planning to respond, enclose the form and note it in this letter.] 

Sincerely,

Chris Jones, Chair

Department of Learning

