
[Date]
Dean Nancy Allbritton
College of Engineering
Box 352180
RE:  Recommendation for Appointment – [Full Name]
Dear Dean Allbritton, 
On [Date of Vote] the faculty of [Department] approved the appointment of [Full Name] as [Title] in [Department]. The results of the ballot are as follows: 
	In Favor:
	[XX]

	Opposed:
	[XX]

	Absent:
	[XX]

	Abstain:
	[XX]

	Total:
	[XX]


If department has delegated authority for these titles, instead use: The [Department] has delegated authority to [who has delegated authority] for [appointment type]. [Whoever has delegated authority [ has reviewed the materials and recommends the appointment of [Full Name] as [Title]. 
On review of the materials and the vote, I am pleased to recommend the appointment of [Full Name] as [Title], effective [Month, Day, Year] through [Month, Day, Year]. The appointment will be at a full-time salary rate of [$XXXX.XX] per month.
Enclosed is a copy of [Full Name’s] hiring materials. If you require further information in the review of this recommendation, please contact me.

Sincerely,

[Chair Name]
[Chair Title]
[Department – College of Engineering]
cc:
Department Administrator 
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