MEMORANDUM #1
Opportunity to Respond to Extramural Review Documents

(do not include in binder)

DATE:

[Date]

TO:

[Promotion Candidate]

FROM:

[Name] Professor and Chairman



Department of [Department]



Chairman of Promotion, Appointment and Tenure Review Committee

As you know, the Department of [department] is preparing a binder of materials and documents related to the proposal of your promotion to the rank of [rank] of [department].

I am writing to let you know that you have the opportunity to respond in writing to extramural evaluations which are contained in the binder.  Please respond whether or not you desire to examine these letters.  If you would like to examine the letters, indicate that below and contact [promotion contact] at [phone#] by [date] to set a time to do so.  If you do not wish to examine the letters please indicate that below.

This information is furnished to you in compliance with Article II.K.10.h. of the School of Medicine’s Policy for Promotion, appointment and Tenure.

_____
Yes, I would like to examine the letters to be reviewed by the Promotion, Appointment and 



Tenure Committee.


_____
No, I do not want to examine the letters.

Signature:_________________________________________________

