MEMORANDUM #2
Access to Materials in Your Promotion Binder
(do not include in binder)

DATE:

[Date]

TO:

[Promotion Candidate]

FROM:

[Name]



Department of [Department]



Chairman of Promotion, Appointment and Tenure Review Committee

I am writing to notify you of the opportunity to examine the binder that has been prepared by the Department of [department] for the proposal of promotion to the rank of [rank] of [department], and to let you know that you may add materials for reconsideration by the Departmental Committee.  Please contact [promotion contact] at [phone#] by [date] to set up a time to examine the binder and sign the required Departmental Assurance Form.

This notification is provided to you in compliance with Article II.K.10.h. of the School of Medicine Policy for Promotion, Appointment and Tenure.
