
 
 
 
 
 
 
 
 
 
     ____________________________________ 

  (DATE) 
 
 
MEMORANDUM 
 
 
TO:  Dean of the Faculty 
 
SUBJECT: Meeting between chair and untenured faculty member 
 
 
  This is to inform you that I have met with _____________________ 
 
   to review their work over academic year ____________.  
 
 
   _______________________________________  
   (CHAIR)   
  
  __________________________________ 
   (Department/Program) 
                         
   _______________________________________ 
 (FACULTY MEMBER SIGNATURE)  
  
 
 
   
  
 


