SAMPLE LETTER

REQUEST FOR APPOINTMENT TO DEAN FOR 

NON TENURE TRACK APPOINTMENTS

Dear Dean Weiss:

The department of _______would like to request an appointment for _________ as ____________ for the period _____________ through _______________. (Provide rationale for requesting specified title).  Example for an appointment in a teaching area would be:  This person has taught as a (example Lecturer, Visiting Professor, etc) for the last three years at ________University. He/she has taught courses in the same academic area as the two courses he/ she  would be teaching in the Spring.  He/she has written three books in the subject area, and we feel that he/she would be a great asset to the department. The vote of the tenured faculty was (unanimous or majority).  A copy of his/her c.v. is attached. Also attached is a copy of the appointment form.
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