Sample document #5
Sample letter from Department Chair to Dean re Credit for Prior Service

April 15, 2011
Dear Dean Smith,


Assistant Professor Kelly Klein has petitioned the Department of Learning for ___ years of credit for prior service. Professor Klein came to the University of Utah in _____ after having taught for ___ years at the University of Central Colorado. Dr. Klein has submitted a vita and course evaluations documenting his/her work at Central Colorado. 


On April 4, 2011, the department RPT advisory committee of the Department of Learning met and approved Dr. Klein’s request for ___ years of credit for prior service by a vote of ____. [Attach minutes of the meeting if vote was less than unanimous or if DAC recommendation is for fewer years than requested.] I am pleased to support that recommendation and urge you to support it as well. 


If you approve this amount of credit for prior service, Professor Klein’s mandatory review for tenure will be scheduled for 200_. [If formal retention review (s) has(ve) not yet occurred, give year(s) in which it/they will occur.]

Yours truly,

Chris Jones

Chair

Cc:
Dr. Kelly Klein

             RPT Chair

Enc:
Klein request and supporting documents


Department minutes [if required as noted above]

If approving request, dean notes approval and signs, sends copy to VP’s office, then returns letter to department for placement in cumulative RPT file at beginning of materials for next formal review.  See Policy 6-311, Section 4.C.1.a.
