1.  SAMPLE 30-DAY NOTIFICATION LETTER
The department chair shall send a letter to each candidate ELIGIBLE for evaluation for reappointment and/or promotion thirty days in advance of the commencement of the evaluation process.


THE FOLLOWING ITEMS SHOULD BE INCLUDED IN YOUR LETTER AND YOUR LIST OF REQUESTED MATERIALS:


I write to inform you that you are eligible for consideration for (promotion and/or tenure).  The evaluation will commence in thirty (30) days.


For use in your evaluation, please forward to me, within the 30-day period specified above, the following materials:

1. 
Curriculum Vitae;

2.
list of names and their contact information (addresses, phone numbers, email) of potential external reviewers*; 

3.
list persons whom you would consider negatively prejudicial;

4.
any other supporting materials, copies of articles, books, course syllabi, student evaluations.

*External letters are requested only for those faculty who are being considered for tenure or promotion to associate or full professor.

