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[DATE]
[FACULTY NAME]
[ORGANIZATION]
[TITLE/RANK]
[ADDRESS]

[CITY, STATE, ZIP]
Dear Dr. [LAST NAME]:
I am pleased to inform you that based upon the recommendation of [NAME], Chair of the Department of [DEPARTMENT], with the recommendation of the Faculty Committee on Rank and Tenure, and upon my recommendation, the Board of Trustees has approved your promotion to the rank of [RANK] of [DEPARTMENT] in the [PATHWAY].  The effective date of this action is [DATE].

Your complete faculty title is [TITLE/RANK].

Your appointment as [RANK] is a [ONE/TWO/THREE] -year appointment, the term of which extends through [DATE].  Details concerning faculty appointments, promotions, and other policies of the [ORGANIZATION] are stated in the Information for Faculty Handbook.

Both personally and on behalf of the entire faculty, I would like to extend my best wishes for your continued professional and scholarly work.  I am pleased that you wish to continue to contribute to the programs of [ORGANIZATION].  Congratulations and thank you for your efforts on behalf of [ORGANIZATION].

Sincerely,

[SIGNATURE BLOCK]

